STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements

Page 10f3

Command: Division: Number:
Morongo Basin Inland 870
Evaluated by: Date:
Sergeant J. Arnswald, #11974 01/05/2009
Assisted by: Date:

Purchases

INSTRUCTIONS: Answer individual items with “Yes"” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION
(] Division Level [] Command Level

[_] Executive Office Level X Voluntary Self-Inspection

Lead Inspector's Signature:

(}%ﬂ@

Follow-up Required:

Yes [1No [] Follow-up Inspection

Commander's Signature:

..;-l 6_.__.__._.—-

Date:

For applicable policy, refer to: HPM 11.2, Chapter 7

1!(} v

1.

Are participants in the procurement process at the

command level familiar with the related policies and XK Yes | [JNo |[JN/A | Remarks:
procedures for purchasing?
2. Have Approvers/reviewers of purchases received _
procurement training? Yes | [ONo | [JN/A | Remarks:
3. Are prohibited items procured on CHP 43, Purchases .
Requisitions? [ Yes No | [JN/A | Remarks:
» Supplies for personally — owned equipment
e Commodities for personal use
e Confirming order
e Purchases via the internet
4. Are separate CHP 43s, Purchase Requisitions, _
prepared for commodity items obtainable from X Yes | [INo |[JN/A | Remarks:
different suppliers or from different statewide
commoadity contracts?
5. Is all required information entered on the CHP 43, _
Purchase Requisition? Yes | [ONo |[]N/A | Remarks:
6. Arethe CHP 43, Purchase Requisitions, numbered .
consecutively, starting anew at the beginning of each Yes | [ONo | [JN/A | Remarks:
fiscal year (July 1)?
7. Are expedited requests for the purchase of goods _ B
forwarded to the Assistant Commissioner, Staff, for [OYes | [ONo | X N/A | Remarks:Have not had to utilize

approval?

expedited requests for the purchase
of goods.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 20f3

8.

Do specialized items purchased contain the
appropriate Division, and/or OPI approvals?

X Yes

I No

CIN/A

Remarks:

Are the CHP 43, Purchase Requisitions,
competitively bid?

X Yes

I No

L1N/A

Remarks:

10.

Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations?

Yes

I No

LI N/A

Remarks:

11.

Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or model justified and in compliance with SAM
35557

[ Yes

O No

X N/A

Remarks:Only make purchases with
a vendor or contract.

12.

Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.3?

[J Yes

[ No

X N/A

Remarks:Same as above

13.

Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

[]Yes

[ No

X N/A

Remarks: Same as above

14.

Are items checked immediately for content and
damage when delivered?

Yes

[ No

LIN/A

Remarks:

15.

Is the “received copy” of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

Yes

[ No

LIN/A

Remarks:

16.

Are freight and/or packing slips attached to the
received copy of the purchase order and sent to
FMS?

X Yes

1 No

LIN/A

Remarks:

17.

Is FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

X Yes

I No

LIN/A

Remarks:

18.

Is the original “received copy” retained by the
command for completion and forwarding to the FMS
when the complete shipment is received?

K Yes

I No

LIN/A

Remarks:

19.

Are Damaged items delivered by common carrier
acknowledged on the freight bill by the carrier’s driver
before being accepted?

Yes

[ No

CIN/A

Remarks:
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Page 3of3
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

20. Is Purchasing Services Unit (PSU) notified _
immediately by telephone, followed in writing either X Yes | [ONo |[JN/A | Remarks:
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

21. Are open purchase orders periodically reviewed and _
investigated to ensure the orders are not opened for | X Yes | [INo | [JN/A | Remarks:
an unreasonable length of time. (SAM 8422.0)

22. Are copies of the purchase requisitions and purchase _
orders maintained for three years after payment? X Yes | [INo |[JN/A | Remarks:
(SCM Vol. Il, Ch. 11, Topic 4)

23. Are decisions documented to create a paper trail '
documenting the basis of the decisions made forthe | [X Yes | [JNo | [1N/A | Remarks:
purchase? (SCM Vol Il Ch. 2, Topic 11)

24. Are purchase orders split to evade competitive _
bidding requirements or to circumvent the [JYes | X No |[[IN/A | Remarks:

Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division: Chapter:
Morongo Basin Inland 3
Inspected by: Date:

J. Arnswald, 11974 01/05/09

INSTRUCTIONS: This document shalt be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document

shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION

] Division Level Command Level

[ Executive Office Level

] Corrective Action Plan Included
] Appeal Included
] Attachments Included

Follow-up Required: Forward to:

X No

[1Yes Due Date:

Chapter Inspection:

Inspector's Comments Regarding Innovative Practices:

Commander’s Signature:

The Area utilized standard practices as they apply to this Chapter Inspection. No innovative practices

were noted.

| Command Suggestions for Statewide Improvement:

No suggestions for Statewide improvement were obtained.

| Inspector’s Findings:

This Chapter Inspection revealed Morongo Basin Area conducts and documents Command

Procurements/Purchases within policy.

CHP 680A (Rev. 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT Command: Division; Chapter:
Morongo Basin Inland 3
Inspected by: Date:
J. Arnswald, 11974 01/05/09
Page 3

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander’s Basis for Appeal:

[ Appeal Review/Decision:. (This shall be the only level of appeal).

Lead Inspestpes Signature;, Date:
%L@Q /-5-09

Respondiné/Commander’s Signature (for appeal): : Date:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page 10f2
Command: Division: Number:
Morongo Basin Inland 870
Evaluated by: Date:
Sergeant J. Arnswald, 11974 01/05/09
Assisted by: Date:

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

[] Division Level

] Executive Office Level

[[] Command Level

Voluntary Self-Inspection

Lead Inspector's Signature:

()zfﬂ A

y

Fo”ow_up Required: I:l Follow-up Inspection COETIITIS‘E!, s Signature: Date: \
[]Yes B No el |\‘g’"cci

For applicable policy, refer to: HPM 11.2, Chapter 3

1. Are all employees associated with the use of the Cal- _
Card program completing the CHP 78S, Conflict of Yes | [ONo |[JN/A | Remarks:
Interest Statement, Employee, form?

2. Are STD. 21 Drug Free Workplace certifications )
maintained within the Cal Card command file for Yes | [ONo | [JN/A | Remarks:
each vendor utilized?

3. Are STD. 204 Payee Data Record forms maintained _
in the Cal Card command file for each vendor X Yes | [INo |[]N/A | Remarks:
utilized?

4. Are California Integrated Waste Management Board -

Form 74 documents maintained for each vendor [JYes | [INo N/A zf;?r?e't‘fémzd;f:'t‘;es”t;‘t’?é‘é‘iﬁzct
utilized? for paper purchases.

5. [Hf the vendor is a small business or DVBE is utilized, '
is the certification letter from the Department of K Yes | [ONo |[IN/A | Remarks:
General Services maintained in the file?

6. When fair and reasonable is utilized, is the fair and ' B
reasonable method documented and properly XK Yes | [JNo | [XIN/A | Remarks:Not utiized.
justified?

7. Are purchases split into multiple transactions in order _
to circumvent transaction purchase limits? [JYes | XINo | [JN/A | Remarks:

8. Does the CHP 317 Cal Card Log fully describe the ‘
purchase? XK Yes | [INo | [JN/A | Remarks:

9. Are bank statements reconciled with the CHP 317 _

Cal Card Log and the receipts/invoices? Yes | [JNo |[[JN/A | Remarks:
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Page 20f2
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program
10. Is the CHP 317 Cal Card Log properly authorized .
and maintained? X Yes | [ONo |[JN/A | Remarks:
11. Are credit invoices/receipts for returned items .
maintained with the bank statement? Yes | [ONo |[JN/A | Remarks:
12. Do non-itemized purchase receipts/invoices .
document the purchase by listing the commaodity, X Yes | [ONo | [JN/A | Remarks:
quantity, and unit price of the item(s) purchased on
the bank statement.
13. Are Cal Cards maintained in a secure area? .
Yes | [ONo |[JN/A | Remarks:
14. Are Cal Card purchases pre-approved by the .
commander? Yes | [INo N/A | Remarks:
15. Have all cardholders received training on the _
Department's procurement processes? X Yes | [ONo |[JN/A | Remarks:
16. Are item(s) purchased with the Cal Card prohibited _
by departmental policy? [IYes | X No |[JN/A | Remarks:
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STATE OF CALIFORNIA Command: Division: Chapter;
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Morongo Basin Inland 3

Inspected by: Date:
COMMAND INSPECTION PROGRAM Sergeant J. Arnswald, 11974 01/05/09
EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION [] Corrective Action Plan Included
[] Division Level [X] Command Level [ Appeal Included
[} Executive Office Level [ Attachments Included

Forward to: Commander’s Signature:

Due Date: T\%

Follow-up Required:

[ Yes I No

Inspector's Comments Regarding Innovative Practices:

Morongo Basin Area utilized standard practices as they apply this Chapter Inspection. No innovative
practices were noted.

| Command Suggestions for Statewide Improvement: B

No suggestions for Statewide improvement were obtained.

[ Inspector's Findings:

This Chapter Inspection revealed Morongo Basin Area conducts and documents Command
Procurements within policy.

CHP 680A {Rev. 09-08) OP! 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Command: Division: Chapter: Cr
Morongo Basin Inland 3

Inspected by: Date:

Sergeant J. Arnswald, 11974 01/05/09

(Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander's Basis for Appeal:

| Appeal Review/Decision: (This shall be the only level of appeal).

Lead lnspectz\; Slgnature

Date:

[ %07

Responding Cfmmanders Signature (for appeal):

Date:

CHP 680A (Rev. 09-08) OPI 010



STATE OF CALIFORNIA —

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: ] Division: g;rgberi
COMMAND INSPECTION PROGRAM | Morongo Basin_[ Iniand 870,
INSPECTION CHECKLIST Sergeant J. Arswald, 11974 01/05/09
Chapter 3, Command Procurements Assisted by: Date:
Contracts

Page 10of4

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

Lead Inspector’s Signature:

[] Division Level ] Command Level //}w v
[1 Executive Office Level Voluntary Self-inspection | “ /// AN g2
Follow-up Required: 1 Follow-up Inspection Qommander’s Signature: Date:

[]Yes No

i

For applicable policy, refer to: HPM 11.1, Chapter 22

n)\_}ﬁ
(1

1.

Is a CHP 78 Contract Request used to initiate all

service contracts which are repetitive, regardless of Yes | [INo |[[JN/A | Remarks:
the estimated dollar value?

2. Is a CHP 78 Contract Request used for one-time _
services exceeding $4,999.997? [JYes | [INo |[XIN/A | Remarks:

3. Is the Office of Primary Interest (OPI) tracking _ i
numbering beginning with the requesting command | [JYes | [INo | [XIN/A | Femarks: Allcontracts originate at
three-digit location code used, followed by “CP” for
contract payable listed on the CHP 78?

4. Is the performance of contract services monitored .
and documented? Yes | [ONo |[JN/A | Remarks:

5. Are all copies of correspondence with the vendor ‘
maintained? Yes | [INo |[JN/A | Remarks:

6. Are letters for contracts documented and maintained _
which outline any problems related to substandard or Yes | [INo |[IN/A | Remarks:
non-performance of the vendor?

7. s the final product to be delivered described .
specifically and in as much detail as possible in the K Yes | [INo |[JN/A | Remarks:

CHP 787

8. Are all required levels of approval/signature obtained,

Remarks:

including the required documentation and approvals
for expedite and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP
78A?

[dYes | CONo |XINA
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page

20f4

9.

Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

] Yes

[INo

X N/A

Remarks:

10.

Is all work completed and accepted by the
Department before expiration of contract agreement?

X Yes

[ No

CIN/A

Remarks:

11.

Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.g., review
progress reports and interim products)?

Yes

[ No

L1 N/A

Remarks:

12.

Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

X Yes

] No

LIN/A

Remarks:

13.

Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

Yes

I No

LIN/A

Remarks:

14.

Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

Yes

O No

CIN/A

Remarks:

15.

Is the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

X Yes

[]No

C1N/A

Remarks:

186.

Are all applicable form sections of the CHP 78
completed?

X Yes

] No

L] N/A

Remarks:

17.

Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

[ Yes

[JNo

X N/A

Remarks:

18.

Are all employees associated with the management
of a contract completing the CHP 78S, Conflict of
Interest Statement, Employee, form?

X Yes

I No

1 N/A

Remarks:

19.

Are problems concerning the contractor’s
performance fully documented in writing and made a
part of the contract manager’s contract file?

X Yes

I No

LIN/A

Remarks:

20.

Are contract amendment request dollar amounts
increased more than 30%?

(] Yes

[ No

X N/A

Remarks:

CHP 680F (Rev. 09-08) OP1010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 3of4

21.

Is the length of the contract amendment request
more than one year?

L] Yes

] No

N/A

Remarks:

22.

Are amendments requested before the expiration of
the original contract?

] Yes

[INo

N/A

Remarks:

23.

Is a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rental which is expected to exceed $4,999.99 in
total cost?

[ Yes

I No

X N/A

Remarks:

24.

Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Staff?

[]Yes

I No

X N/A

Remarks:

25.

Are California Department of Justice (DOJ) and
Federal Bureau of Investigation (FBI) fingerprint
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) Instructor Services (on-site)

(4) Janitorial Services

(5) Consulting Services

] Yes

I No

X N/A

Remarks:None of the services apply.

26.

Is a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alam and Fire Alam Monitoring

(2) Camera Maintenance and Repair

(3) Carpet Installation

(4) Diesel Generator Maintenance and Repair

(5) Dishwasher Maintenance and Repair

(6) Elevator Maintenance and Repair

(7) Fire Extinguisher Service

(8) Garage Door Maintenance and Repair

(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(11) Laundry/Linen Service

(12) Office Machine Maintenance and Repair

(13) Painting Services (interior of facility)

(14) Plumbing Services

(15) Scale Maintenance and Repair

(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair

(19)Uninterruptible Power Supply Maintenance and Repair

[ Yes

I No

X N/A

Remarks:None of the personnel listed
have been utilized for 30 days or
longer.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page

4 of 4

27.

Are all driver license and fingerprint information
forwarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

[]Yes

[ No

X N/A

Remarks:

28.

Is CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor’ s
personnel)?

] Yes

1 No

X N/A

Remarks:

29.

Are all invoices, records, and relevant documentation
maintained for three years after the final payment of
the contract?

X Yes

I No

CIN/A

Remarks:

30.

Is a log sheet maintained for a diary of activities
related to the contract?

[ Yes

X No

CIN/A

Remarks:

31.

Is a computer file prepared for all contracts
administered?

[1Yes

[INo

D] N/A

Remarks:

32.

Is a spreadsheet prepared listing all expenditures?

[]Yes

O No

X} N/A

Remarks:

33.

Is the notification to the contractor documented for
the start date for services to begin?

[1Yes

[1No

X N/A

Remarks:

34.

Is the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

] Yes

[ No

X N/A

Remarks:

35.

Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. |, Ch. 3, Section 3.02.1)

1 Yes

[ No

X N/A

Remarks:

36.

Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. |, Ch. 3, Section 3.02.5)

[ Yes

[1No

X N/A

Remarks:

37.

Does Contract work only begin after approval of the
final contract? (SCM Vol. 1, Ch. 4, Section 4.09)

Yes

[INo

LI N/A

Remarks:

38.

Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. |,
Ch. 7, Section 7.05)

[]Yes

] No

X N/A

Remarks:

39.

Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol. |,
Ch. 4, Section 4.09)

1 Yes

X No

LI N/A

Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division: Chapter:
Morongo Basin Inland 3
Inspected by: Date:
Sergeant J. Arnswald, 11974 01/05/09

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION

[] Division Level [X] Command Level

[] Executive Office Level

[] Corrective Action Plan Included
[] Appeal Included
[] Attachments Included

Follow-up Required: Forward to:

[ Yes X No

Due Date:

Inspector's Comments Regarding Innovative Practices:

Commander’s Signature:

ST

Date:

Morongo Basin Area utilized standard practices as they apply this Chapter Inspection. No innovative

practices were noted.

| Command Suggestions for Statewide Improvement:

No suggestions for Statewide improvement were obtained.

| Inspector’s Findings:

This Chapter Inspection revealed Morongo Basin Area conducts and documents Command

Procurements/Contracts within policy.

CHP 680A (Rev. 09-08) OPI 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Command: Division: Chapter: Cc
Morongo Basin Inland 3

Inspected by: Date:

Sergeant J. Arnswald, 11974 01/05/09

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander's Basis for Appeal:

| Appeal Review/Decision: (This shall be the only level of appeal).

tor's Slgn ture Date:
1T )
b;?::‘“ D50
Respondlng Commander's Signature (for appeal): Date:
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: ) Division: Number;
COMMAND INSPECTION PROGRAM | Morongo Basin_| Inland 870
INSPECTION CHECKLIST Sergeant B. Green, #10311 01/05/2009
Chapter 3, Command Procurements Assisted by: Date:
X-Number Program

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspector's Signature:
[] Division Level [C] Command Level )
[] Executive Office Level X Voluntary Self-Inspection ) /ﬂ.ﬁ-—w
Follow-up Required: ] Follow-up Inspection | Comfnandsss Signature: Date: l
[1Yes X No ll ll&’ 09
I
For applicable policy, refer to: HPM 11.1, Chapter 23 l
1. Are multiple X Numbers awarded to the same vendor .
to circumvent the $4,999 contract limit? [Yes | XINo |[JN/A | Remarks:
2. Does all X Number file documentation contain the .
STD. 204 Payee Data Record? X Yes | [ONo |[JN/A | Remarks:

3. Do X Numbers requiring a contract (i.e., janitorial or .
landscaping) have prior approval from the Business | [1Yes | [INo |[X N/A | Remarks: Do notuse X-numbers
. . because we have a janitor and
Services Section commander? landscape contract on file.

4, Are X Number requests made prior to the date the _
services are performed? X Yes | [ONo |IN/A | Remarks:

5. Are X Numbers issued for a one-time use? .
Yes | [INo | [JN/A | Remarks:

6. Are prohibited services performed using an X _
Number? (IYes | INo |[IN/A | Remarks:

7. Are X Numbers used for the procurement of a _
service and not the purchase of a commodity? XlYes | [ONo |[JN/A | Remarks:

8. Are X Numbers issued for telecommunications .
related services pre-approved by Xl Yes | [JNo |[JN/A |Remarks:
Telecommunications Section?

9. Do X Numbers used for facilities related services _
(such as roof repair, electrical) costing over $1,000 XK Yes | [INo |[JN/A | Remarks:
have prior approval from Facilities Section?

10. Do X Numbers issued for lapsed contractual
agreements have prior approval by the appropriate K Yes | [INo |LINA
Assistant Commissioner?

Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

11. Do all X Numbers awarded to a non-small business )
vendor contain three price quotations? X Yes | [ONo |[JN/A | Remarks:

12. Do all X Numbers awarded to a small business _
vendor contain the small business certification from K Yes | [JNo |[]N/A | Remarks:
the Department of General Services (DGS)?

13. Does the file documentation contain the STD. 21 '
Drug Free workplace certification for X Number Yes | [JNo | [JN/A | Remarks:
vendors?

14. Do emergency service X Numbers document and '
justify the emergency? K Yes | [INo |[JN/A | Remarks:

15. Is the itemized invoice for each X Number service '
maintained in the command’s files? X Yes | [JNo |[JN/A | Remarks:
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STATE OF CALIFORNIA Command: Division: Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Morongo Basin | Inland 3
COMMAND INSPECTION PROGRAM InSgscted) by: Date:
EXCEPTIONS DOCUMENT Sergeant B. Green, #10311 01/05/2009

INSTRUCTIONS; This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level of command where the document
shali be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION [] Corrective Action Plan Included
[] Division Level [X] Command Level [ Appeal Included
[] Executive Office Level [] Attachments Included
Follow-up Required: Forward to: Commander's Signature: Date:
—t
N - ——— \
LYes e Due Date: 1]-D Nsed

apter Inspection:

Inspector's Comments Regarding Innovative Practices:

The Area utilized standard practices as they apply to this Chapter Inspection. No innovative practices
were noted.

| Command Suggestions for Statewide Improvement:

No suggestions for Statewide improvement were obtained.

| Inspector’s Findings: |

This Chapter Inspection revealed that the Morongo Basin Area conducts and documents Command
Procurements/X-Number Program within policy. A physical inspection of a sample of records kept on
file verified that all were within policy and contained required/relevant information.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

Command: Division: Chapter:
EXCEPTIONS DOCUMENT Morongo Basin | Inland 3

Inspected by: Date:
Page 3 Sergeant B. Green, #10311 01/05/2009

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapfer inspection).

Commander's Basis for Appeal:

| Appeal Review/Decision: (This shall be the only level of appeal). 1

Lead%c)om Dat7 ) g/ J 7

Responding Commander’s Signature (for appeal): Date:
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Command: Division: Number:
S EPARMENT OF GALIFORNIA HIGHIVAY PATROL é\r,;".‘l"l’ggzdb’*yfea Ipland gz“:’e:
COMMAND INSPECTION PROGRAM ' Lt. R. Sanders 01-06-2009
INSPECTION CHECKLIST e Date 1.06-2009
Chapter 3, Command Procurements D. Biggs & P. Ross
Purchases

INSTRUGTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. [f this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspector's Signature:
] Division Level Command Level
] Executive Office Level IX] Voluntary Self-Inspection | .. -W %
i ) N Danden—

FO”OW—Up Required: . Commander’s Signature: Date: P
[]Yes X No [C] Follow-up Inspection //;Kd) L ;\fmb(l/ki \/% "00\

For applicable policy, refer to: HPM 11.2, Chapter 7

1. Are participants in the procurement process at the )
command level familiar with the related policies and | [ Yes | [JNo | [JN/A | Remarks:
procedures for purchasing?

2. Have Approvers/reviewers of purchases received

procurement training? Xl Yes | [1No | []N/A | Remarks:
3. Are prohibited items procured on CHP 43, Purchases
Requisitions? [1Yes No | [JN/A | Remarks:
e Supplies for personally — owned equipment
e Commoadities for personal use
e Confirming order
e Purchases via the internet

4. Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from KYes | [INo | [ N/A | Remarks:
different suppliers or from different statewide
commodity contracts?

5. s all required information entered on the CHP 43,
Purchase Requisition? KYes | CINo |[JN/A | Remarks:

6. Are the CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each | Xl Yes | [[1No | [IN/A
fiscal year (July 1)?

Remarks:

7. Are expedited requests for the purchase of goods _
forwarded to the Assistant Commissioner, Staff, for [lYes | [JNo N/A | Remarks:
approval?

8. Do specialized items purchased contain the _
appropriate Division, and/or OPI approvals? D Yes | [INo |[JN/A | Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page

20f3

Are the CHP 43, Purchase Requisitions,
competitively bid?

X Yes

] No

LINA

Remarks:

10.

Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations?

D4 Yes

[ No

LI N/A

Remarks:

11.

Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or model justified and in compliance with SAM
35557

[ Yes

[INo

N/A

Remarks:

12.

Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.3?

[]Yes

[ No

N/A

Remarks:

13.

Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

[1Yes

] No

X1 N/A

Remarks: Not allowed.

14.

Are items checked immediately for content and
damage when delivered?

X Yes

] No

C1N/A

Remarks:

15.

Is the “received copy” of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

X Yes

[INo

CIN/A

Remarks:

16.

Are freight and/or packing slips attached to the
received copy of the purchase order and sent to
FMS?

X Yes

] No

CIN/A

Remarks:

17.

Is FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

B Yes

[[INo

CIN/A

Remarks:

18.

Is the original “received copy” retained by the
command for completion and forwarding to the FMS
when the complete shipment is received?

Yes

[INo

L1 N/A

Remarks:

19.

Are Damaged items delivered by common carrier
acknowledged on the freight bill by the carrier's driver
before being accepted?

] Yes

[INo

X N/A

Remarks:

20.

Is Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either

[ Yes

[ No

X N/A

Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Purchases

by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

21. Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for Yes
an unreasonable length of time. (SAM 8422.0)

Remarks: PDR books. Phyllis Ross
D No D N/A followed up with Rosetta Morales.

22. Are copies of the purchase requisitions and purchase _
orders maintained for three years after payment? K Yes | [dNo |[JN/A | Remarks:
(SCM Vol. 1l, Ch. 11, Topic 4)

23. Are decisions documented to create a paper trail
documenting the basis of the decisions made forthe | [ Yes | [INo | [I1N/A
purchase? (SCM Vol ll Ch. 2, Topic 11)

Remarks:

24. Are purchase orders split to evade competitive
bidding requirements or to circumvent the [JYes | XINo |[IN/A | Remarks:
Department’s delegated purchase authority limits?
(Public Contracts Code Section 10329)

Purchase Requisitions were reviewed and found to be processed correctly.
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Command: Division: Chapter:

STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL :’“mw“legd ;"fea inigng S 3
nspecte . .
COMMAND INSPECTION PROGRAM Lt Sandsts 01-06-2009

EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION [] Corrective Action Plan Included
[] Division Level [X] Command Level ] Appeal Included
L1 Executive Office Level [J Attachments Included
Follow-up Required: Forward to:I P /Commander' %ignature: Date:
[ Yes X No : (:;2 L . Moé‘_b 01-08-2009
Due Date: 12/15/2008

Chapter Inspection: Chapter 3 Command Procurement Contracts-Purchases

Inspector's Comments Regarding Innovative Practices:

(none)

| Command Suggestions for Statewide Improvement: |

(none)
| Inspector’s Findings: ]

#21 Are open purchase orders periodically reviewed and investigated to ensure the orders are not
opened for an unreasonable length of time? Yes PDR books Phyllis contacted Rosetta Morales and
cancelled order that was not received. Additionally, ATl Biggs contacted contracts management
regarding a mower that was never procured.

All purchases appear to be within policy.

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander’s Basis for Appeal:

| Appeal Review/Decision: (This shall be the only level of appeal).

. N\ ate:
=S N

Responding Commander’s Signature (for appeal): Date:

CHP 680A (Rev, 08-08) GP1 010



Page 10f2

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL : F - -
ommand: vision: umoer:
INSPECTION CHECKLIST Evaluated by: Date:
Chaoter 3. C dP ment Lt. R. Sanders 01-06-2009
apter 3, Command Procure S Assisted by: Date:
Cal-Card Program P. Ross/D. Biggs 01-06-2009

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspector's Signature:
] Division Level ] Command Level
B 9 7 3 o —_— a
[ Executive Office Level Voluntary Self-Inspection =P é Tl T e
- i - Follow-up Inspection Commander's Signature: Date:
Follow-up Required: L p Insp : g e
[]Yes XI No SR Sandece

For applicable policy, refer to: HPM 11.2, Chapter 3

1. Are all employees associated with the use of the Cal-
Card program completing the CHP 78S, Conflict of Yes
Interest Statement, Employee, form?

D No [ N/A Remarks : Completed 1-7-09

2. Are STD. 21 Drug Free Workplace certifications
maintained within the Cal Card command file for KlYes | [JNo |[JN/A | Remarks:
each vendor utilized?

3. Are STD. 204 Payee Data Record forms maintained

in the Cal Card command file for each vendor K Yes | [[JNo | []N/A | Remarks
utilized?

4. Are California Integrated Waste Management Board
Form 74 documents maintained for each vendor KlYes | [INo |[]N/A | Remarks:
utilized?

5. If the vendor is a small business or DVBE is utilized,
is the certification letter from the Department of X Yes | [INo | [JN/A | Remarks:
General Services maintained in the file?

6. When fair and reasonable is utilized, is the fair and
reasonable method documented and properly Yes | [INo | [JN/A | Remarks:
justified?

7. Are purchases split into multiple transactions in order _
to circumvent transaction purchase limits? [JYes | XINo |[JN/A | Remarks:

8. Does the CHP 317 Cal Card Log fully describe the
purchase? Xl Yes | [INo | [IN/A | Remarks:

9. Are bank statements reconciled with the CHP 317
Cal Card Log and the receipts/invoices? Yes | [ONo | [JN/A | Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Cal-Card Program

Page 20f2

10. Is the CHP 317 Cal Card Log properly authorized

and maintained? X Yes | [INo |[JN/A | Remarks:
11. Are credit invoices/receipts for returned items _
maintained with the bank statement? X Yes | [INo |[JN/A | Remarks:
12. Do non-itemized purchase receipts/invoices .
document the purchase by listing the commodity, Yes | [INo |[JN/A | Remarks:
guantity, and unit price of the item(s) purchased on
the bank statement.
13. Are Cal Cards maintained in a secure area? _
XYes | [INo | [N/ | Remarks:
14. Are Cal Card purchases pre-approved by the D i
Y4 emarks: Pfre-approvail proviaed in
commander? Yes I———I No D N/A person, by phone, or e-mail and
signed as soon as possibie by
Commander or Alt.
15. Have all cardholders received training on the _
Department's procurement processes? XK Yes | [INo |[JN/A | Remarks:
16. Are item(s) purchased with the Cal Card prohibited _
by departmental policy? [1Yes | XINo |[JN/A | Remarks:

CHP 680D (Rev. 09-08) OPI 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

Command: Division: Chapter:

Arrowhead Area Inland 3
Inspected by: Date:
Lt. Sanders 01-06-2009

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION

[1 Division Level Command Level

[ Executive Office Level

[] Corrective Action Plan Included
] Appeal Included
] Attachments Included

Forward to:

Follow-up Required:

Inland Division

Date:

Commander’s Signature:

[ Yes X No
Due Date: 12/15/2008

01-08-2009

EQ\L %QMW

Chapletinspection: S(taE TIARDS = Evaieam Sl G s e B

Inspector's Comments Regarding Innovative Practices:

(none)

| Command Suggestions for Statewide Improvement:

(none)

| Inspector’s Findings:

#1: Are all employees associated with the use of the Cal-Card program completing the CHP 78S Conflict
of Interest Statement, Employee, form? Not previously. Corrective step taken 1-7-09.

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander's Basis for Appeal:

I Appeal Review/Decision: (This shall be the only level of appeal).

Lead Inspector’ \Signa!ure: Date:
P L (“amciwa/ 1-g-0
Responding Commander’s Signature (for appeal): Date:

CHP 680A (Rev. 09-08) OP! 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number:
COMMAND INSPECTION PROGRAM | Arowhead Area Injand 1,865

valuated by: R
INSPECTION CHECKLIST Lt R. L. Sanders 01/06/2009
Chapter 3, Command Procurements Assisted by: Date:
X-Number Program OSl Phyllis Ross 01/06/2009

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION ' Lead Inspector's Signature:
[C] Division Level X Command Level
iAW) %a” A
[} Executive Office Level X Voluntary Self-Inspection KL
Follow-up Required: [ Follow-up Inspection C°mma"dem Daie:
[]Yes X No SR \ -l -0

For applicable policy, refer to: HPM 11.1, Chapter 23

1. Are multiple X Numbers awarded to the same vendor _
to circumvent the $4,999 contract limit? [JYes | XINo |[IN/A | Remarks:

2. Does all X Number file documentation contain the

STD. 204 Payee Data Record? MYes | [ONo | [INA Remarks: New vendors supplied only.

3. Do X Numbers requiring a contract (i.e., janitorial or _
landscaping) have prior approval from the Business [JYes | [INo |[XIN/A | Remarks:
Services Section commander?

4. Are X Number requests made prior to the date the _
services are performed? BKYes | [ONo |[JN/A Remarks:

5. Are X Numbers issued for a one-time use?

M Yes | [INo |[JN/A | Remadks:
6. Are prohibited services performed using an X _
Number? [ Yes No | []N/A | Remarks:

7. Are X Numbers used for the procurement of a _
service and not the purchase of a commodity? XYes | [ONo |[JN/A | Remarks:

8. Are X Numbers issued for telecommunications .
related services pre-approved by [TYes | [ONo |[XIN/A | Remarks:
Telecommunications Section?

9. Do X Numbers used for facilities related services _
(such as roof repair, electrical) costing over $1,000 K Yes | [INo | " N/A | Remarks: gLvmd 1L
have prior approval from Facilities Section?

10. Do X Numbers issued for lapsed contractual ]
agreements have prior approval by the appropriate [JYes | [INo |XIN/A | Remarks:
Assistant Commissioner?
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

Page 20f2

11. Do all X Numbers awarded to a non-small business

Remarks: insufficient vendors

vendor contain three price quotations? COYes | KINo | LINA | 200 e or willing {o respond to area.
12. Do all X Numbers awarded to a small business ' )
vendor contain the small business certification from [dYes | XINo |[INA 'jse;‘jarfd\sgfef"ﬁ':e”rfi'f:‘f;iso‘r’]ef’;?ﬁ]’
the Department of General Services (DGS)? attached. '
13. Does the file documentation contain the STD. 21 o . . _
Drug Free workplace certification for X Number Yes | [INo | [JN/A | Remarks:ifacopyis received, yes.
vendors?
14. Do emergency service X Numbers document and _ )
justify the emergency? X Yes | [INo |LCINA :22?5”‘5' emergency plumbing water
15. Is the itemized invoice for each X Number service .
maintained in the command’s files? KYes | [INo |[INA Remarks:

All X numbers for 07/08 and 08/09 were reviewed and followed policy:

CHP 680E (Rev. 09-08) OPI 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division: Chapter:
Arrowhead Area Inland 3
Inspected by: Date:

Lt. Sanders 01-06-2009

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION

[] Division Level Command Level

[] Executive Office Level

[] Corrective Action Plan Included
[] Appeal Included
] Attachments Included

Forward to:

Follow-up Required: Inland Division

[ Yes X1 No

Due Date: 12/15/2008

Chabpter Inspection: Chapter 3 Command Procurement Contracts-X-Numbers

Inspector's Comments Regarding Innovative Practices:

Commander's Signature: Date:

01-08-2009

(none)

| Command Suggestions for Statewide Improvement:

(none)

| Inspector’s Findings:

#11 Do all X Numbers awarded to a small business vendor contain three price quotations? No. When
other vendors refused to respond to area, their names/companies were not documented. Area will

correct in the future.

#12 Do all X Numbers awarded to a small business vendor contain the small business certification from
the Department of General Services (DGS)? No. Some small business certificates not attached to file.
Area will institute corrective measures for future services.

All purchases appear to be within policy.
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Chapfer:
COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT inspected by Date:
Page 2

| Commander’s Response: |

Area will document the names of businesses who refuse to bid or fail to provide a price quotation and
include them with the awarded bid.

Area will insure small business vendors used provide an appropriate certification and it will be copied
and maintained in area file prior to forwarding to HQ.

| Inspector's Comments: B

e uired Action

Corrective Action Plan/Timeline

These corrections will immediately be implemented.

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander’s Basis for Appeal:

LAP peal Review/Decision: (This shall be the only level of appeal).

Lead Inspector's Signat ] Date:
£330 i | -%-0

Responding Commander's Signature (for appeal): Date:

CHP 680A (Rev. 09-08) OP1010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements

Page 10of4

Command: Division: Number: 865
Arrowhead Area Intand
Evaluated by: Date:
Lt. Sanders 1-6-2009
Assisted by: Date:
D. Biggs/P. Ross 01-06-2009

Contracts

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION
[ ] Division Level X Command Level

[] Executive Office Level Voluntary Self-Inspection

Lead Inspector's Signature:

— é AAM

Follow-up Required: L] Follow-up Inspection

[ ]Yes Xl No

Commander’s Signature:

[

% b\N’L‘A——v

Date:
1-8-09

For applicable policy, refer to: HPM 11.1, Chapter 22

1.

Is a CHP 78 Contract Request used to initiate all
service contracts which are repetitive, regardless of
the estimated dollar value?

[J Yes

I No

X N/A

Remarks

Is a CHP 78 Contract Request used for one-time
services exceeding $4,999.997

[] Yes

[ No

X N/A

Is the Office of Primary Interest (OPI) tracking
numbering beginning with the requesting command
three-digit location code used, followed by “CP” for
contract payable listed on the CHP 787

[] Yes

[J No

N/A

Remarks:

Is the performance of contract services manitored and
documented?

X Yes

[INo

LIN/A

Remarks Lawn, door, pest control,
gate, & snow removal

Are all copies of correspondence with the vendor
maintained?

X Yes

] No

CIN/A

Remarks: Bill dispute for fuel stand by
charge.

Are letters for contracts documented and maintained
which outline any problems related to substandard or
non-performance of the vendor?

] Yes

X No

CIN/A

Remarks No problem with services. :

Is the final product to be delivered described
specifically and in as much detail as possible in the
CHP 78?

X Yes

[} No

[1N/A

Remarks

Are all required levels of approval/signature obtained,
including the required documentation and approvals
for expedite and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP
78A7

] Yes

[T No

X N/A

Remarks: None
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 20f4

9.

Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

[1Yes

& No

L1 N/A

Remarks: Facilities handles.

10.

Is all work completed and accepted by the
Department before expiration of contract agreement?

X Yes

[1No

CIN/A

Remarks:

11.

Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.g., review progress
reports and interim products)?

X Yes

[INo

CIN/A

Remarks:

12.

Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

X Yes

[ No

LI N/A

Remarks:

13.

Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered as
required by contract?

Yes

I No

CIN/A

Remarks: Facilities contacted prior to
additional services provided.

14.

Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

X Yes

I No

[ N/A

Remarks:

15.

Is the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

X Yes

[INo

[ N/A

Remarks:

16.

Are all applicable form sections of the CHP 78
completed?

X Yes

[TNo

L1 N/A

Remarks:

17.

Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health, property,
or essential public services?

] Yes

[ No

X N/A

Remarks:

18.

Are all employees associated with the management of
a contract completing the CHP 78S, Conflict of
Interest Statement, Employee, form?

[ Yes

[ No

N/A

Remarks: Facilities handles.

19.

Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager’s contract file?

[]Yes

[I No

X N/A

Remarks:.

20.

Are contract amendment request doflar amounts
increased more than 30%?

[1 Yes

[T No

X1 N/A

Remarks:
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21. s the length of the contract amendment request more
than one year?

[]Yes

] No

X N/A

Remarks:

22. Are amendments requested before the expiration of
the original contract?

[1Yes

] No

X1 N/A

Remarks:

23. Is a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference room
rental which is expected to exceed $4,999.99 in fotal
cost?

[1Yes

[INo

N/A

Remarks:

24. Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Staff?

[] Yes

[INo

X N/A

Remarks:

25. Are California Department of Justice (DOJ) and
Federal Bureau of Investigation (FBI) fingerprint
checks and driver license checks conducted for alt of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) Instructor Services (on-site)

(4) Janitorial Services

(6) Consulting Services

[1Yes

I No

X N/A

Remarks:

26. Is a driver license check conducted for, but not limited
to, all of the following types of agreements, if the
contractor and/or specifically assigned personnel are
scheduled to be on-site for more than 30 days:

(1) Alamm and Fire Alarm Monitoring

(2) Camera Maintenance and Repair

(3) Carpet Installation

(4) Diesel Generator Maintenance and Repair

(5) Dishwasher Maintenance and Repair

(6) Elevator Maintenance and Repair

(7) Fire Extinguisher Service

(8) Garage Door Maintenance and Repair

(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(11) Laundry/Linen Service

(12) Office Machine Maintenance and Repair

(13) Painting Services (interior of facility)

(14) Plumbing Services

(15) Scale Maintenance and Repair

(16) Steam Cleaning Services (Carpet, not scales)

(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair
(19) Uninterruptible Power Supply Maintenance and Repair

[1Yes

[1No

N/A

Remarks:

27. Are all driver license and fingerprint information
forwarded to Contract Services Unit (CSU), along with
the contract number for retention after Commander
review?

[ Yes

I No

X N/A

Remarks:
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INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts
28. Is CSU advised by the command to determine if .
adverse information discovered is grounds for [JYes | [JNo N/A | Remarks:
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor’ s
personnel)?
29. Are all invoices, records, and relevant documentation _
maintained for three years after the final payment of XlYes | [INo |[JN/A | Remarks:
the contract?
30. Is a log sheet maintained for a diary of activities .
related to the contract? X Yes | [INo | []N/A | Remarks:Signinfout at front desk.
31. Is a computer file prepared for all contracts .
administered? [(OYes | [INo | X N/A | Remarks:
32. Is a spreadsheet prepared listing all expenditures? T
I:' YeS NO I:l N/A emarks: Facllities nandles.
33. Is the notification to the contractor documented for the Remarks: Contract Services Unit
start date for services to begin? Yes | [JNo | []JN/A | notifies contractor of start date. .
34. Is the contractor contacted to determine if all invoices .
have been received in order to oversee the [(OYes | XINo | []N/A | Remarks:
completion of the contract?
35. Do consultant services contracts of $1,000 or more _
contain detailed performance criteria and a schedule [Tyes | [ONo N/A || Remarks:
for performance? (SCM Vol. I, Ch. 3, Section 3.02.1)
36. Does the contract file contain the STD. 4 Contractor _
Evaluation form for consultant contracts? [Yes | [ONo |[XIN/A | Remarks:
(SCM Vol. |, Ch. 3, Section 3.02.5)
37. Does Contract work only begin after approval of the _
final contract? (SCM Vol. 1, Ch. 4, Section 4.09) KYes | [INo |[[JNA | Remaks:
38. Are the requirements for Government Code Section .
19130 (a) or (b) documented and justified for personal | []Yes | [] No N/A | Remarks:
service contracts? (GC 19130 & SCM Vol. |, Ch. 7,
Section 7.05)
39. Are any contract payments made prior to the final _ i )
approval and execution of the contract? (SCM Vol. |, [JYes | [XINo | []N/A | Remarks: Services are not authorized

Ch. 4, Section 4.09)

until a fully approved contract is
received.
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Command: Division: Chapter:

STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL f\rrow!}z{a,d l:hrea Inland e 3
nspecl A 3
COMMAND INSPECTION PROGRAM st 01-06-2009

EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION [] Corrective Action Plan Included
[] Division Level [X] Command Level [ Appeal Included
[[] Executive Office Level [] Attachments Included
Forward to: Commander’s Signature: Date:

Follow-up Required: Inland Division

01-08-2009

D YeS NO = -
Due Date: 12/15/2008  [< k- éﬂ*ﬂc&&;\-—..

Chapter Inspection: Chapter 3 Command Procurement Contracts

Inspector's Comments Regarding Innovative Practices:

(none)

| Command Suggestions for Statewide Improvement:

(none)

| Inspector’s Findings: B

Area has not initiated any contracts. Facilities section has handled the contracts for Area. Area
monitors performance and maintains contact with Facilities section.

Appeal Process: Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander’s Basis for Appeal:

[ Appeal Review/Decision: (This shall be the only level of appeal).

Lead Inspector’'s Signatu Date:
K

. Napisdeee /- &-09

Responding Commander's Signature (for appeal): Date:

CHP 680A (Rev. 03-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL . 5 S e
COMMAND INSPECTION PROGRAM | o772 inlang Division o
INSPECTION CHECKLIST Cucamonga
Chapter 3, Command Procurements Evaluated by: Date:
Cal-Card Program Lt. McDermott 12/04/08
Assisted by: Becky Guzman Date:12/04/08

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspector's Signature:
[] Division Level X] Command Level
[] Executive Office Level [J Voluntary Self-Inspection || MQ\H\(\(‘ @ _\_,;_Q_j\__j{ A% £ _,Q&
Follow-up Required: [I Follow-up Inspection Coww = Date:
[]Yes X No /2--0&
For applicable policy, refer to: HPM 11.2, Chapter 3 /
1. Are all employees associated with the use of the Cal-
Card program completing the CHP 78S, Conflict of X Yes | [ONo | [INA
Interest Statement, Employee, form?
2. Are STD. 21 Drug Free Workplace certifications .
maintained within the Cal Card command file for Yes | [OINo |[JN/A | Remarks:
each vendor utilized?
3. Are STD. 204 Payee Data Record forms maintained _
in the Cal Card command file for each vendor Yes | [ONo | CIN/A | Remarks:
utilized?
4. Are California Integrated Waste Management Board _
Form 74 documents maintained for each vendor X Yes | [ONo | [JN/A | Remarks:
utilized?
5. |f the vendor is a small business or DVBE is utilized, _ ited with
is the certification letter from the Department of M Yes | [ONo | [INA E:F’)T:\;'f;kpif%isv‘f;’;‘r'lne L
General Services maintained in the file? '
6. When fair and reasonable is utilized, is the fair and '
reasonable method documented and properly Yes | [JNo |[JN/A | Remarks:
justified?
7. Are purchases split into multiple transactions in order _ . .
to circumvent transaction purchase limits? [JYes | XNo | [CINA g;lf‘e?gsbp”mhase limits are strictly
8. Does the CHP 317 Cal Card Log fully describe the _
purchase? X Yes | [ONo |[JN/A | Remarks:
9. Are bank statements reconciled with the CHP 317 _
Cal Card Log and the receipts/invoices? X Yes | [ONo |[IN/A | Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program
10. Is the CHP 317 Cal Card Log properly authorized
and maintained? Kl Yes | [INo |[JN/A | Remarks:
11. Are credit invoices/receipts for returned items Remarks: Y Stsubritie i
H H 5 Y4 emarks. Yes, ana submitte en
maintained with the bank statement? Yes | [JNo | [INA appoared on bank statement
12. Do non-itemized purchase receipts/invoices .
document the purchase by listing the commodity, X Yes | [INo |[JN/A | Remarks:
quantity, and unit price of the item(s) purchased on
the bank statement.
13. Are Cal Cards maintained in a secure area? Remarks: Located in a locked stron
emarks: Located in a IoCke rong
X Yes I:l No D N/A box, locked cabinet in a locked room.
14. Are Cal Card purchases pre-approved by the -
commander? Yes [JNo | [JN/A | Remarks: An :
15. Have all cardholders received trajning on the . o
Department's procurement processes? XYes | [ONo |[JNA 5321:’:;; faliEd 5 PiYiStonand
16. Are item(s) purchased with the Cal Card prohibited Remarks: Hard copy of prohibited
i a .
by departmental policy? D Yes lz No D N/A items kept handy for easy referral.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division: Chapter: 3, Command

Rancho Cucamonga Inland Procurements Cal-Card
Program

Inspected by: Date:

Lt. McDermott 12/04/2008

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION

[] Division Level [X] Command Level

[J Executive Office Level

[] Corrective Action Plan Included
] Appeal included
[] Attachments Included

Forward to:

Follow-up Required:

[ Yes X No Due Date:

Commander’s Signature:

Chapter Inspection:

Inspector's Comments Regarding Innovative Practices:

None

| Command Suggestions for Statewide Improvement:

None

| Inspector’s Findings:

Within policy, no deficiencies.

CHP 680A (Rev. 09-08) OP1010
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Chapter: 3, Command

COMMAND INSPECTION PROGRAM Rancho Cucamonga | Inland Efocurements Cal-Card
rogram

EXCEPTIONS DOCUMENT Inspected by: Date:

Page 3 Lt. McDermott 12/04/2008

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander’s Basis for Appeal:

N/A

| Appeal Review/Decision: (This shall be the only level of appeal). J

o " fepr

Responding Commander's Signature (for appeal). Date:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

X-Number Program

Qotyy dnd do CHIH Ahele

s/ vk

Page 1of2
Command: Division: Number:
Rancho Inland Division
Cucamonga
Evaluated by: Date:
Lt. McDermott 12/01/08
Assisted by: Becky Guzman, OSS Date: 12/01/08

INSTRUCTIONS: Answer individual items with “Yes" or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

Lead Inspector's Signature:

[] Division Level X] Command Level
[] Executive Office Level [ Voluntary Self-Inspection ._ [})ﬁ ']*{\(\C _ m _/\\_1 | p/\t (5 i{\ e
Follow-up Required: L] Follow-up Inspection Cws" ure: DS
[]Yes No Cq;&“‘/ /- Dv&
V4

For applicable policy, refer to: HPM 11.1, Chapter 23

1. Are multiple X Numbers awarded to the same vendor .
to circumvent the $4,999 contract limit? [JYes | No |[CIN/A | Remarks:

2. Does all X Number file documentation contain the Remarks:

STD. 204 Payee Data Record? Yes | [JNo | [JN/A | Remarks:

3. Do X Numbers requiring a contract (i.e., janitorial or _ ) o
landscaping) have prior approval from the Business [JYes | [INo | XIN/A gsmf'n’zza.’“e"er done llke that in this
Services Section commander?

4. Are X Number requests made prior to the date the Remarks: Use email from Division
services are performed? M Yes | [INo | [CINA DSS a8 broof and attachment

5. Are X Numbers issued for a one-time use? '

@ Yes D No El N/A Remarks:

6. Are prohibited services performed using an X _
Number? [JYes | XINo |[ONA IRBmariS:

7. Are X Numbers used for the procurement of a e |
service and not the purchase of a commodity? K Yes | CINo | [IN/A Remarks: Services only.

8. Are X Numbers issued for telecommunications " =
related services pre-approved by X Yes | [ONo | [IN/A [ Remarks:
Telecommunications Section?

9. Do X Numbers used for facilities related services =
(such as roof repair, electrical) costing over $1,000 Yes | [INo |[JN/A | Remarks:
have prior approval from Facilities Section?

10. Do X Numbers issued for lapsed contractual _
agreements have prior approval by the appropriate [JYes | [INo |[XIN/A | Remarks:

Assistant Commissioner?
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

Page 20f2

11. Do all X Numbers awarded to a non-small business

f . : Remarks: Unless itis sole source
vendor contain three price quotations? KlYes | [INo | LIN/A | o en that is noted on
paperwork to Division.
12. Do all X Numbers awarded to a small business _ )
vendor contain the small business certification from KYes | [ONo | [INA Ele/mg;kféé“bm'ﬁed and kept on file
the Department of General Services (DGS)? '
13. Does the file documentation contain the STD. 21 )
Drug Free workplace certification for X Number X VYes | [INo |[JN/A | Remarks:
vendors?
14. Do emergency service X Numbers document and Remarks: If facilties related. then
N . em : f
JUStlfy the emergency? lz Yes D No I:I N/A approval from Hdqts Facility unit is on
file.
15. Is the itemized invoice for each X Number service '
maintained in the command’s files? Yes | [INo | [JN/A | Remarks:

CHP 680E (Rev. 09-08) OPI 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division: Chapter: 3, Command

Rancho Cucamonga Inland Procurements X-
Number Program

Inspected by: Date:

Lt. McDermott 12/01/2008

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to.” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION
[] Division Level [X] Command Level

[] Executive Office Level

[ Corrective Action Plan Included
[ Appeal Included
[J Attachments Included

Follow-up Required: Forward to:

[1Yes X No

Due Date:

Commander's Signature:

Chapter Inspection: : : :

Inspector's Comments Regarding Innovative Practices:

None

| Command Suggestions for Statewide Improvement:

None

[ Inspector’s Findings:

Within policy, no deficiencies.

CHP 680A (Rev, 09-08) OP| 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT
Page 3

Command:
Rancho Cucamonga

Division:
Inland

Chapter: 3, Command
Procurements X-
Number Program

Inspected by:
Lt. McDermott

Date:
12/01/2008

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander's Basis for Appeal:

N/A

[ Appeal Review/Decision: (This shall be the only level of appeal).

Lead {nspector’s Signature: . Date: /
on .
£ P o S —— o loq
Responding Commander's Signature (for appeal): Date: A
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STATE OF CALIFORNIA —
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL oy ] g BUmEEE
ancnho Cucamonga nian
COMMAND INSPECTION PROGRAM  feiaitaedty Date:
INSPECTION CHECKLIST Lt Mark Roe, #3912 December 1. 2008
Assisted by: Date:
Chapter 3, Command Procurements Sgt. Tom Graham, #13293 December 1, 2008
Contracts

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspectgr's Sigpature:
[] Division Level X Command Level
[] Executive Office Level [] Voluntary Self-Inspection
Follow-up Required: L] Follow-up Inspection CW Sigmpture: Date:
[ ]Yes X No /a.-ad-0%

For applicable policy, refer to: HPM 11.1, Chapter 22

J

1. Is a CHP 78 Contract Request used to initiate all

service contracts which are repetitive, regardiess of | X Yes | [JNo | [JN/A IREHASE:
the estimated dollar value?

2. Is a CHP 78 Contract Request used for one-time _
services exceeding $4,999.997 X Yes | [INo |[JN/A | Remarks:

3. |s the Office of Primary Interest (OPI) tracking _ . . .
numbering beginning with the requesting command []Yes No | [JN/A f%";ﬁt”r‘:ét gtej?:/?ce:: Sr?ﬁvé%erﬁp?:}?s'"”
three-digit location code used, followed by “CP” for the OP! Tracking Numbers
contract payable listed on the CHP 787

4. s the performance of contract services monitored _
and documented? X Yes | [JNo |[JN/A | Remarks:

5. Are all copies of correspondence with the vendor _ o
maintained? g Yes D No D N/A g:;g:;l;st.. In file by the Administrative

6. Are letters for contracts documented and maintained TN ’ Baf
which outline any problems related to substandard or | [XI Yes | [JNo |[N/A k:&’f‘n o fon;rfﬁ'igﬂdiﬂce 0g s
non-performance of the vendor?

7. s the final product to be delivered described _
specifically and in as much detail as possible in the Yes | [ONo |[JN/A | Remarks:

CHP 787

8. Are all required levels of approval/signature obtained, _

including the required documentation and approvals Yes | [JNo | [JN/A | Remarks:

for expedite and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP
78A7
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

Page 20f4

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts
9. Are requests for contract services less than six '
months from the anticipated start date of the contract | []Yes | XINo | [NA ﬁzngfarﬁsaa?e°""a°ts are started after
pre-approved by Assistant Commissioner, Staff, for '
expedited processing?
10. Is all work completed and accepted by the .
Department before expiration of contract agreement? | X]Yes | [ONo | [CJN/A IREMAS
11. Are contract services performed according to the .
quality, quantity, objectives, timeframes, and in the ) Yes | [INo |[JN/A | Remarks:
manner specified in the contract (e.g., review
progress reports and interim products)?
12. Are invoices for payment reviewed and approved to .
substantiate expenditures for work performedandto | X Yes | [ No | CIN/A Remarks:
prevent penalties being assessed?
13. Are contract expenditures monitored to ensure there . ) )
are sufficient funds to pay for all services rendered X Yes | [ONo |[INA femarks' A running balance is kept
i or contracts.
as required by contract?
14. Does the requestor verify the contractor has fulfilled . )
all requirements of the contract before approvingthe | [X] Yes | [INo | [IN/A E:”E:ihigfaﬁie\/’;d'sr‘gr;’gatr:‘tevf;’lpga"t
final invoice? with the vendor to ensure job
completion.
15. Is the final invoice identified and approved, as .
appropriate and forwarded to Fiscal Management X VYes | [ONo |[JN/A | Remarks:
Section for payment?
16. Are all applicable form sections of the CHP 78 T — eted with
emarks: They are completed wi
completed? IXI Yes D No D N/A assistance of Business Services
Section — Contract Service Unit.
17. Do emergency contracts document and justify a '
sudden, unexpected occurrence that poses a clear Yes | [INo |[JN/A | Remarks:
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?
18. Are all employees associated with the management .
of a contract completing the CHP 78S, Conflict of X Yes | [ONo |[JN/A | Remarks:
Interest Statement, Employee, form?
19. Are problems concerning the contractor's .
performance fully documented in writing and made a | ] Yes | [INo | LI N/A Eﬁg‘nagkesée'sts";‘r’;"d beidocumepisd
part of the contract manager's contract file? '
20. Are contract amendment request dollar amounts _
increased more than 30%7? [JYes | XINo | [JN/A | Remarks: Norequests have been

made.
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STATE OF CALIFCRNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 3 of4

21. Is the length of the contract amendment request

Remarks: Contracts are usually done

more than one year? K Yes | [ONo | [INA for two years
22. Are amendments requested before the expiration of Remarks: If - .
el emarks. we are going to continue
the original contract? XlYes | [ONo |[INA L LR
23. Is a service contract on a CHP 78, Contract Request Remarks: Conf et
L H H emarks. gnrerence room rental a
initiated for any commermal meeting/conference _ [] Yes [INo | XIN/A this Area has not been done.
room rental which is expected to exceed $4,999.99 in
total cost?
24. Do conference room rental costs exceeding the $500 Remarks: Conf a1 ot
i 3 H emarks: Conrerence room rental a
Eir nfr?\)i,s!?;ﬁgfvset :ﬁrg-approval from Assistant [OJYes | [(INo |XINA e oo o fbe n done:
25. Are California Department of Justice (DOJ) and )
Federal Bureau of Investigation (FBI) fingerprint [JYes | [ONo |[XIN/A | Remarks:
checks and driver license checks conducted for all of
the following types of agreements:
(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) Instructor Services (on-site)
(4) Janitorial Services
(5) Consulting Services
26. Is a driver license check conducted for, but not _
limited to, all of the following types of agreements, if Yes | [INo | [IN/A | Remarks:

the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring

(2) Camera Maintenance and Repair

(3) Carpet Installation

(4) Diesel Generator Maintenance and Repair

(5) Dishwasher Maintenance and Repair

(6) Elevator Maintenance and Repair

(7) Fire Extinguisher Service

(8) Garage Door Maintenance and Repair

(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(11) Laundry/Linen Service

(12) Office Machine Maintenance and Repair

(13) Painting Services (interior of facility)

(14) Plumbing Services

(15) Scale Maintenance and Repair

(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair

(19)Uninterruptible Power Supply Maintenance and Repair
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

27. Are all driver license and fingerprint information _
forwarded to Contract Services Unit (CSU), along XvYes | (ONo | [IN/A | Remarks:
with the contract number for retention after
Commander review?

28. Is CSU advised by the command to determine if _
adverse information discovered is grounds for X Yes | [JNo | [IN/A | Remarks:
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?

29. Are all invoices, records, and relevant documentation .
mziz{t}ari?;itt?r three years after the final paymentof | X Yes | [INo | [ N/A rRef;‘i":srk:c"pE‘:o?g;fﬁ] \',Vc')?geasger

30. Is a log sheet maintained for a diary of activities Barriaeahe froridediedier

NC emarks:
related to the contract? Yes | [INo |[1IN/A retains & sign in sheet for the
contractors.

31. Is a computer file prepared for all contracts . o i
administered? D Yes ‘E No D N/A Remarks: Kept in individual files.

32. Is a spreadsheet prepared listing all expenditures? . o

Yes |:| No D N/A Remarks: Kept in individual files.

33. Is the notification to the contractor documented for '
the start date for services to begin? X Yes | [ONo | []N/A | Remarks:

34. |Is the contractor contacted to determine if all invoices . - o
have been received in order to oversee the Yes | [INo |[[JNA ﬁsg;;ks' Only if there is a missing
completion of the contract? '

35. Do consultant services contracts of $1,000 or more 5 Remarks: The only consulting
contain detailed performance criteria and a schedule | [JYes | [ No N/A | Semarks. & eted hiofah
for performance? (SCM Vol. |, Ch. 3, Section 3.02.1) Faciitioe Saction. for mold in the

walls.

36. Does the contract file contain the STD. 4 Contractor - Remarks: The only consulting
Evaluation form for consultant contracts? OYes | [ONo | XIN/A by

. services were contracted through
(SCM Vol. |, Ch. 3, Section 3.02.5) Facilities Section, for mold in the
walls.

37. Does Contract work only begin after approval of the .
final contract? (SCM Vol. 1, Ch. 4, Section 4.09) X Yes | [INo | []N/A | Remarks:

38. Are the requirements for Government Code Section ] Eoomance: Thissommans doesmal
19130 (a) or (b) documented and justified for [JYes | [INo N/A | R® it .
personal service contracts? (GC 19130 & SCM Vol. |, ERISELES SRR 2
Ch. 7, Section 7.05)

39. Are any contract payments made prior to the final _
approval and execution of the contract? (SCM Vol. 1, | [JYes | XINo | [J N/A | Remarks:

Ch. 4, Section 4.09)
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STATE OF CALIFORNIA
DEFPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division: Chapter: 3, Command

Rancho Cucamonga Inland Procurements
Contracts

Inspected by: Date:

Lt. Roe 12/01/2008

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION

[] Division Level [X] Command Level

[[] Executive Office Level

] Corrective Action Plan Included
] Appeal Included
[] Attachments Included

Follow-up Required: Forward to:

[ Yes X No

Due Date:

Chapter Inspection:

Inspector's Comments Regarding Innovative Practices:

Commander’'s Signature:

None

| Command Suggestions for Statewide Improvement:

None

[ Inspector’s Findings:

Within policy, no deficiencies.
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Torard. Bivision: Chapter: 3, Command

COMMAND INSPECTION PROGRAM Rancho Cucamonga | Inland grocture;nents
ontracts

EXCEPT'ONS DOCUMENT Inspected by: Date:

Page 3 Lt. Roe 12/01/2008

neal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander's Basis for Appeal:

N/A

[ Appeal Review/Decision: (This shall be the only level of appeal).

z 'sg‘natur ./' f}// Date: .
“TH L g

Responding Commander's Signature (for appeal): Date:
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STATE OF CALIFORNIA . Command: Division: Number:
DEPARTMENT OF CALIFORNIA HIGHWAY PATRO Rancho inigis CIFSon
COMMAND INSPECTION PROGRAM ECucamonga
INSPECTION CHECKLIST BEC Beies
Lt. McDermott 12/01/08

Chapter 3, Command Procurements Assisted by: Becky Guzman, 0SS 12/01/08

Purchases

INSTRUCTIONS: Answer individual items with “Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

[] Division Level X] Command Level

k\ —
[] Executive Office Level [] Voluntary Self-Inspection _/%)t\_xm N@* .. x}\
11 S [ A

Lead Inspector's Signature:

R

—_—

Follow-up Required:
[]Yes X No [] Follow-up Inspection

Cw Signature:

Date:

/220

For applicable policy, refer to: HPM 11.2, Chapter 7

/4

1. Are participants in the procurement process at the
command level familiar with the related policies and
procedures for purchasing?

X Yes

[T No

LIN/A

Remarks: Trained by Inland Division

staff.

2. Have Approvers/reviewers of purchases received
procurement training?

X Yes

I No

LIN/A

Remarks: Commander recently

received training.

3. Are prohibited items procured on CHP 43, Purchases
Requisitions?

Supplies for personally — owned equipment
Commodities for personal use

Confirming order

Purchases via the internet

[] Yes

B No

CIN/A

Remarks:

4. Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from
different suppliers or from different statewide
commodity contracts?

X Yes

[] No

LIN/A

Remarks: One CHP 43 per vendor.

5. s all required information entered on the CHP 43,
Purchase Requisition?

K Yes

[INo

CIN/A

Remarks:

6. Arethe CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each
fiscal year (July 1)?

Yes

[J No

[IN/A

Remarks:

7. Are expedited requests for the purchase of goods
forwarded to the Assistant Commissioner, Staff, for

approval?

X Yes

[] No

LI N/A

Remarks: Sent to Inland Division

AGPA first.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 20f3

8.

Do specialized items purchased contain the
appropriate Division, and/or OPI approvals?

Yes

L1 N/A

Remarks:

Are the CHP 43, Purchase Requisitions,
competitively bid?

K Yes

[CJ No

LIN/A

Remarks:

10.

Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations?

K Yes

[J No

LI N/A

Remarks:

11.

Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or model justified and in compliance with SAM
35557

X Yes

[] No

CIN/A

Remarks:

Still try to get 3 bids.

12.

Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.37

[] Yes

J No

XI N/A

Remarks:

13.

Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

[] Yes

[] No

X] N/A

Remarks:

14.

Are items checked immediately for content and
damage when delivered?

X Yes

] No

CIN/A

Remarks:

15.

Is the “received copy” of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

X Yes

] No

ON/A

Remarks
AGPA

. Also sent to Division

16.

Are freight and/or packing slips attached to the
received copy of the purchase order and sent to
FMS?

Yes

[] No

CIN/A

Remarks:

17.

Is FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

K Yes

] No

CIN/A

Remarks:

18.

Is the original “received copy” retained by the
command for completion and forwarding to the FMS
when the complete shipment is received?

K Yes

[ No

LIN/A

Remarks
AGPA

. Also sent to Division

19.

Are Damaged items delivered by common carrier
acknowledged on the freight bill by the carrier's driver
before being accepted?

Yes

[J No

1 N/A

Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 30f3

20. Is Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

X Yes

[ No

CIN/A

Remarks:

21. Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

Yes

[ No

C1N/A

Remarks: Follow up phone calls to
the vendors.

22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. ll, Ch. 11, Topic 4)

X Yes

[T No

CIN/A

Remarks:

23. Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Vol Il Ch. 2, Topic 11)

X Yes

L1 N/A

Remarks:

24. Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)

[ Yes

P No

1 N/A

Remarks: Not done in this
Command.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division: Chapter: 3, Command
Rancho Cucamonga Inland Emct;remems
urc
Inspected by: Date:
Lt. McDermott 12/01/2008

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION

[] Division Level [X] Command Level

[[] Executive Office Level

[] Corrective Action Plan Included
1 Appeal Included
] Attachments Included

Follow-up Required: Fleliaie o
NC
Lves No Due Date:

Chapter Inspection:

Commander’s Signature:

DA,

Inspector's Comments Regarding Innovative Practices:

None

| Command Suggestions for Statewide Improvement:

None

| Inspector's Findings:

Within policy, no deficiencies.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT
Page 3

Command: Division: Chapter: 3, Command

Rancho Cucamonga | Inland Procurements
Purchases

Inspected by: Date:

Lt. McDermott 12/01/2008

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander’s Basis for Appeal:

N/A

| Appeal Review/Decision: (This shall be the only level of appeal).

Lead Inspector's Signature: Date:

[ hl ) i
P)WN\QDK '3})(\(\/&@@%'““”” ! /@/OC
Responding Commander’s Signature (for appeal): Date: { !
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number:
COMMAND INSPECTION PROGRAM Riverside Inland (301)
INSPECTION CHECKLIST EXgluated by Date:
Chapter 3, Command Procurements /igiz'te‘; 'bf' Wood, #11577 gazti :1 5/2008
X-Number Program 0SS1 Maria Sandoval 12/15/2008

INSTRUCTIONS: Answer individual items with “Yes” or “No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspecled.

TYPE OF INSPECTION

[] Division Level Command Level

[] Executive Office Level [] Voluntary Self-Inspection

Lead Inspector's Signature:

22 /il

Follow-up Required: | [J Follow-up Inspection

Commander's Signature:

Date:

/—fA‘/Ac?

[ lYes X No T T ey,
/7
For applicable policy, refer to: HPM 11.1, Chapter 23

1. Are multiple X Numbers awarded to the same vendor '
to circumvent the $4,999 contract limit? [1vYes No | CJN/A | Remarks:

2. Does all X Number file documentation contain the _
STD. 204 Payee Data Record? [IYes | XINo |[JN/A | Remarks:

3. Do X Numbers requiring a contract (i.e., janitorial or s
landscaping) have prior approval from the Business X Yes | [INo |[JN/A | Remarks:
Services Section commander?

4. Are X Number requests made prior to the date the _
services are performed? X Yes | [INo | [JN/A | Remarks:

5. Are X Numbers issued for a one-time use? .

IE Yes D No D N/A Remarks:

6. Are prohibited services performed using an X _
Number? [JvYes | XINo |[IN/A | Remarks:

7. Are X Numbers used for the procurement of a '
service and not the purchase of a commodity? X Yes | [INo |[JN/A | Remarks:

8. Are X Numbers issued for telecommunications _
related services pre-approved by CdYes | [INo N/A | Remarks:
Telecommunications Section?

9. Do X Numbers used for facilities related services _
(such as roof repair, electrical) costing over $1,000 XlYes | [JNo |[JN/A | Remarks:
have prior approval from Facilities Section?

10. Do X Numbers issued for lapsed contractual _
agreements have prior approval by the appropriate Yes | [ONo |[JN/A | Remarks:
Assistant Commissioner?
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

11. Do all X Numbers awarded to a non-small business '
vendor contain three price quotations? Yes | [INo |[JN/A | Remarks:

12. Do all X Numbers awarded to a small business _
vendor contain the small business certification from [JYes | XINo |[JN/A | Remarks:
the Department of General Services (DGS)?

13. Does the file documentation contain the STD. 21 .
Drug Free workplace certification for X Number ClYes | XINo | [JN/A | Remarks:
vendors?

14. Do emergency service X Numbers document and _
justify the emergency? X Yes | [INo |[IN/A | Remarks:

15. Is the itemized invoice for each X Number service R .
maintained in the command’s files? X Yes | [INo |[JN/A | Remarss.

CHP 680E (Rev 09-08) OP1 010




STATE OF CALIFORNIA Command: Division: Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Riverside Inland 3
COMMAND INSPECTION PROGRAM Inspected by: Date:
EXCEPTIONS DOCUMENT Sgt. J. R. Wood, #11577 12/15/2008

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION X] Corrective Action Plan Included
[] Division Level Command Level [] Appeal Included
(] Executive Office Level [] Attachments Included

Date:

Forward to: a Commander’s Signature:

Follow-up Required:

L 1Yes X No

Due Date:

Chapter Inspection:

Inspector's Comments Regarding Innovative Practices:
N/A

[ Command Suggestions for Statewide Improvement:
N/A

| Inspector’s Findings:

1. The X-Number file does not contain current STD 204 (Payee Data Records).
2. The X-Number file does not contain current STD 21 (Drug Free workplace certifications)
3. The X-Number file does not contain the small business certification from DGS.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM Command: Divsion Chapier
EXCEPTIONS DOCUMENT ﬁ;ge‘i{e j“ffj o
Page 2 Sgt. J. R. Wood, #1 1577 B 12/15/2008

| Commander's Response: ] |
The Area Commander, T.M. McCreary, #11882, will continue to be diligent in ensuring the mandates set
forth in Departmental policy regarding management and accountability of the X Number Program are

followed.

| Inspector's Comments:

Required Action

Corrective Action Plan/Timeline

1. STD 21, STD 204, and small business certification letter discrepancies.

Although the Area had several expired STD 21 & STD 204's on file there were none that were
current. There were no small business certification letters on file. To correct these problems a
suspense file has been made for these forms, which will prompt the clerical staff to obtain a new form
at the time of expiration (3 years). With all new services (X-Number request) the X-Number
coordinator will ensure these forms are completed and placed into the suspense file.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Lead/nspe’o s Signature: Date: =
% L e /2 (&%
Date:

Re(po’dlng Commander’s Signature (for appeal):
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STATE OF CALIFORNIA

Command: Division: Number:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Riverside Inland 3

Evaluated by: Date:
%g%“g%ggéﬂggfgg-:-ON PROGRAM Sg't. J. R. Wood, #11577 12/15/08
Chapter 3, Command Procurements Assisted by: Date:

Page 10of3

Purchases

INSTRUGTIONS: Answer individual items with “Yes" or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up

Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

[] Division Level Command Level
[] Executive Office Level ] Voluntary Self-Inspection

Lead Inspector's Signature:

oind

Follow-up Required:

[ ]Yes X No ] Follow-up Inspection

Commander's Signature:

N 7 S amad w\_\?

Date:

oo

For applicable policy, refer to: HPM 11.2, Chapter 7

e

1.

Are participants in the procurement process at the
command level familiar with the related policies and
procedures for purchasing?

MK Yes | [ONo |[INA

Remarks:

Have Approvers/reviewers of purchases received
procurement training?

X Yes | [(ONo | CIN/A

Remarks:’

Are prohibited items procured on CHP 43, Purchases
Requisitions?

Supplies for personally — owned equipment
Commodities for personal use

Confirming order

Purchases via the internet

[JvYes | XINo |OINA

Remarks:

Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from
different suppliers or from different statewide
commodity contracts?

K Yes | [INo | [INA

Remarks:

Is all required information entered on the CHP 43,
Purchase Requisition?

X Yes | [INo | [INA

Remarks:

Are the CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each
fiscal year (July 1)?

X Yes | [INo |[INA

Remarks:

Are expedited requests for the purchase of goods
forwarded to the Assistant Commissioner, Staff, for
approval?

[Ives | (ONo | KINA

Remarks:No expedited requests are
in log
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

8. Do specialized items purchased contain the
appropriate Division, and/or OPI approvals? X Yes | [JNo |[JN/a | Remarks:

9. Are the CHP 43, Purchase Requisitions,
competitively bid? [ Yes | CINo |[JN/A | Remarks

10. Does the CHP 315, Price Comparison Worksheet, .
document at least two price quotations? X VYes | [INo |[JN/A | Remarks:

11. Are Limited Competitive Bidding purchase requests ' L
that limit or restrict the purchase to one specific [(OYes | [ONo | XIN/A E(?r?aerl(i;;/grl‘)?c;zira1rgepr:1c:c“r?;lstzdrequest
brand or model justified and in compliance with SAM s ﬁﬁe
35557

12. Are Limited Competitive Bidding purchase requests R i —
for items that interface with existing departmental [JYes | [ONo | XIN/A | Remarks: There are no imie
equipment in compliance with SAM 3555.37 §ﬁ”§,"e‘?""ve bidding purchase request

13. Do Non-Competitive Bid (NCB) purchase requests Remarks: There are no non

X L : ) emarks: .
contain the NCB justification and NCB Corrective ClYes | [ONo | XIN/A competitive bid purchase request on
Action Plan documents? file.

14. Are items checked immediately for content and .
damage when delivered? X Yes | [JNo |[JN/A | Remarks:

15. s the "received copy” of the purchase order .
approved, dated, and forwarded to the Fiscal X Yes | [INo |[JN/A | Remarks:

Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

16. Are freight and/or packing slips attached to the .
received copy of the purchase order and sent to X Yes | [INo |[JN/A | Remarks:
FMS?

17. Is FMS provided a photocopy of the purchase order _
and any approved freight or packing slips as Xl Yes | [ONo |[JN/A | Remarks:
acknowledgement that a portion of the order has
been received?

18. Is the original "received copy” retained by the .
command for completion and forwarding to the FMS Yes | [ONo | [JN/A | Remarks:
when the complete shipment is received?

19. Are Damaged items delivered by common carrier '
acknowledged on the freight bill by the carrier's driver | [] Yes | [JNo | XIN/A Remarks:

before being accepted?
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Purchases

Page 30of3

20. Is Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

[]vyes

1 No

XI N/A

Remarks

21. Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

X Yes

1 No

[IN/A

Remarks:

22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. ll, Ch. 11, Topic 4)

X Yes

I No

CIN/A

Remarks:

23. Are decisions documented to create a paper trail
documenting the basis of the decisions made for the
purchase? (SCM Vol Il Ch. 2, Topic 11)

{ Yes

I No

CINA

Remarks:

24. Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department’s delegated purchase authority limits?
(Public Contracts Code Section 10329)

] Yes

X] No

CIN/A

Remarks:
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STATE OF CALIFORNIA Command: Division: Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Riverside Lnland 3
COMMAND INSPECTION PROGRAM Inspected by: Date:
EXCEPTIONS DOCUMENT Sgt. J. R. Wood, #11577 12/15/2008

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter

number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level of command where the document

shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION

[] Division Level [X] Command Level

[] Executive Office Level

[[] Corrective Action Plan Included
[] Appeal Included
[] Attachments Included

Follow-up Required:

Forward to: - Commander’s Signature:

] Yes Xl No

Chapter Inspection:

Due Date:

Inspector's Comments Regarding Innovative Practices:

T astnln..

Date:

[ Command Suggestions for Statewide Improvement:

.

| Inspector’s Findings:

Area was found to be in compliance and functioning properly. All purchases were accounted for and

properly documented. The Office Assistant was well versed regarding Department policy and

procedures relating to purchases.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT Command: Division: Chapter:
Riverside Iniand 3
Inspected by: Date:
Page 2 Sgt. J. R. Wood, #11577 12/15/2008

| Commander's Response:

The Area Commander, T. M. McCreary, #11882, will continue to be diligent in ensuring the mandates
set forth in Department policy regarding management and accountability of purchases are followed.

| Inspector's Comments:

Required Action

Corrective Action Plan/Timeline

CHP 680A (Rev 02-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT
Command: Division: Chapter:
Riverside Inland B
Inspected by: Date:

Page 3 _ Sgt. J. R. Wood, #11577 12/15/2008

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander’s Basis for Appeal:

[ Appeal Review/Decision: (This shall be the only level of appeal). B

Lead Inspectpr's Signature: P Date: ‘
L pp gy, o7 2 S /2 ST
=

-
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Co.mmanc.i: Division: Number:
COMMAND INSPECTION PROGRAM ER'\(etrsgge SN _

valuate Y. ate:
INSPECTION CHECKLIST Sqt. J. R. Wood 12/15/2008
Chapter 3, Command Procurements Assisiod by: Bate:
Contracts

INSTRUCTIONS: Answer individual items with “Yes” or "No” answers, or fill in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or deficiencies noted in the inspections shall be commented on via t
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addr

he “Remarks" section. Additionally, such
essed to the next level of command.

Furthermore, the Exceptions Document shall inciude any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

[] Division Level

X] Command Level

Lead Inspector's Signature:

] Executive Office Level [] Voluntary Self-Inspection

Follow-up Required: [_] Follow-up Inspection Commander's Signature: Date:

[1Yes X No 7 7= L-/_7 "’Z/A y/Az‘?
For applicable policy, refer to: HPM 11.1, Chapter 22 '

1. Is a CHP 78 Contract Request used to initiate all .
service contracts which are repetitive, regardless of (Dyes | [No N/A | Remarks:
the estimated dollar value?

2. Is a CHP 78 Contract Request used for one-time _
services exceeding $4,999.997 [IYes | (ONo |[XIN/A | Remarks:

3. Is the Office of Primary Interest (OPI) tracking A
numbering beginning with the requesting command [(JYes | [INo N/A | Remarks:
three-digit location code used, followed by “CP” for
contract payable listed on the CHP 787

4. s the performance of contract services monitored .
and documented? ClYes | [ONo |[XIN/A | Remarks:

5. Are all copies of correspondence with the vendor .
maintained? [(JYes | [INo N/A | Remarks:

6. Are letters for contracts documented and maintained .
which outline any problems related to substandard or | [] Yes [INo | XIN/A Remarks:
non-performance of the vendor?

7. Is the final product to be delivered described '
specifically and in as much detail as possible in the [IYes | [OINo |[XIN/A | Remarks:
CHP 787

8. Are all required levels of approval/signature obtained, ‘
including the required documentation and approvals | [] Yes [INo | [XIN/A | Remarks:
for expedite and emergency contracts per HPM 11.1,

Chapter 22, before forwarding the CHP 78 or CHP
78A?

CHP 680F (Rev 09-08) OP] 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Contracts

Page

20f4

9.

Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

[] Yes

[ No

N/A

Remarks:

10.

Is all work completed and accepted by the
Department before expiration of contract agreement?

[ Yes

] No

X N/A

Remarks:

1.

Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.g., review
progress reports and interim products)?

[]Yes

[J No

X N/A

Remarks:

12.

Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

[] Yes

[1No

X N/A

Remarks:

13.

Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

[]Yes

1 No

X N/A

Remarks:

14.

Does the requestor verify the contractor has fuffilled
all requirements of the contract before approving the
final invoice?

] Yes

[J No

Xl N/A

Remarks:

15.

Is the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

[]Yes

] No

X N/A

Remarks:

16.

Are all applicable form sections of the CHP 78
completed?

[]Yes

[ No

X N/A

Remarks:

17.

Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

[1Yes

I No

X N/A

Remarks:

18.

Are all employees associated with the management
of a contract completing the CHP 78S, Conflict of
Interest Statement, Employee, form?

] Yes

I No

X N/A

Remarks:

19.

Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager’s contract file?

[] Yes

CINo

X N/A

Remarks:

20.

Are contract amendment request dollar amounts
increased more than 30%”?

[]Yes

I No

DX N/A

Remarks:

CHP 680F (Rev. 09-08) OP1010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Contracts

Page 3of4

21 Is the length of the contract amendment request
more than one year?

[] Yes

[1No

X N/A

Remarks:

22. Are amendments requested before the expiration of
the original contract?

] VYes

[ No

X N/A

Remarks:

23. Is a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rental which is expected to exceed $4,999.99 in
total cost?

[J Yes

[ No

X N/A

Remarks:

24. Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Staff?

[]Yes

I No

N/A

Remarks:

25. Are California Department of Justice (DOJ) and
Federal Bureau of Investigation (FBI) fingerprint
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) Instructor Services (on-site)

(4) Janitorial Services

(5) Consulting Services

[] Yes

X1 N/A

26. Is a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring

(2) Camera Maintenance and Repair

(3) Carpet Installation

(4) Diesel Generator Maintenance and Repair

(5) Dishwasher Maintenance-and Repair

(6) Elevator Maintenance and Repair

(7) Fire Extinguisher Service

(8) Garage Door Maintenance and Repair

(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(11) Laundry/Linen Service

(12) Office Machine Maintenance and Repair

(13) Painting Services (interior of facility)

(14) Plumbing Services

(15) Scale Maintenance and Repair

(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair

(19)Uninterruptible Power Supply Maintenance and Repair

[]Yes

[] No

X N/A

Remarks:

Remarks:
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Ch. 4, Section 4.09)

Page 4 of 4
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

27. Are all driver license and fingerprint information .
forwarded to Contract Services Unit (CSU), along (JYes | [LINo N/A | Remarks:
with the contract number for retention after
Commander review?

28. Is CSU advised by the command to determine if _
adverse information discovered is grounds for [JYes | [INo |[XIN/A | Remarks:
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor’ s
personnel)?

[ 20. Are all invoices, records, and relevant documentation '
maintained for three years after the final paymentof | []Yes | [ No | XIN/A Remarks:
the contract?

30. Is a log sheet maintained for a diary of activities _
related to the contract? CdYes | [INo N/A | Remarks:

| 31. Is a computer file prepared for all contracts ' )
administered? [JYes | [ONo |XNA Remarks:

32. |Is a spreadsheet prepared listing all expenditures? . -

I:] Yes D No N/A Remarks:

33. Is the notification to the contractor documented for s
the start date for services to begin? [dYes | [INo N/A | Remarks:

34. Is the contractor contacted to determine if all invoices _
have been received in order to oversee the [IYes | (INo | X N/A | Remarks:
completion of the contract?

35. Do consultant services contracts of $1,000 or more .
contain detailed performance criteria and a schedule | []Yes | [ No N/A | Remarks:
for performance? (SCM Vol. I, Ch. 3, Section 3.02.1)

36. Does the contract file contain the STD. 4 Contractor '
Evaluation form for consultant contracts? [TYes | [ONo |[XIN/A | Remarks:
(SCM Vol. |, Ch. 3, Section 3.02.5)

37. Does Contract work only begin after approval of the .
final contract? (SCM Vol. 1, Ch. 4, Section 4.09) [JYes | [ONo | XIN/A Remarks:

38. Are the requirements for Government Code Section '
19130 (a) or (b) documented and justified for [JYes | [JNo |[XN/A | Remarks:
personal service contracts? (GC 19130 & SCM Vol. |,

Ch. 7, Section 7.05)

39. Are any contract payments made prior to the final .

approval and execution of the contract? (SCM Vol. |, | [dYes | [ No | X N/A IRSMARS:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division: Chapter:
Riverside L 3

Inspected by: Date:

Sgt. J. R. Wood, #11577 12/15/08

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION

[] Division Level [ Command Level

[] Executive Office Level

[] Corrective Action Plan Included
[] Appeal Included
[] Attachments Included

Follow-up Required: Forward to:

] Yes

N
NG Due Date:

Chapter Inspection:

Inspector's Comments Regarding Innovative Practices:

Commander's Signature:

- 7

| Command Suggestions for Statewide Improvement:

| Inspector's Findings:

There were no contracts written by the Area command. The only contracts in place were written by

Headquarters Facilities Section.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

Command: Division: Chapter:
EXCEPTIONS DOCUMENT Riverside Iniand 3

Inspected by: Date:
Page 3 Sgt. J. R. Wood, #11577 12/15/08

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander’s Basis for Appeal:

| Appeal Review/Decision: (This shall be the only level of appeal).

Legg.lﬁspect.:s Signatuge: Date:
PP et /215 =

Respefiding Commander’s Signature (for appeal): Date:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page 1o0f2
Command: Division: Number:
Riverside Iniand
Evaluated by: Date:
SGT. J. R. Wood, #11577 12/15/2008
Assisted by: Date:
0OSS1 Maria Sandoval el

INSTRUCTIONS: Answer individual items with “Yes” or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

[] Division Level

[] Executive Office Level

X] Command Level

[] Voluntary Self-Inspection

Lead Inspector's Signature:

Follow-up Required:

[ ]Yes

] Follow-up Inspection

X] No

Commander's Signature:

/- \'L""b"‘7

Date:

s R A y{/—;a

For applicable policy, refer to: HPM 11.2, Chapter 3

/

1. Are all employees associated with the use of the Cal- ) _ o
Card program completing the CHP 78S, Conflict of [(dYes | [INo N/A | Remarks:Not yet written into manual
Interest Statement, Employee, form?
2. Are STD. 21 Drug Free Workplace certifications .
maintained within the Cal Card command file for [JYes | XINo |[IN/A | Remarks:
each vendor utilized?
3. Are STD. 204 Payee Data Record forms maintained _
in the Cal Card command file for each vendor [JYes | XINo | [CIN/A | Remarks:
utilized?
4. Are California Integrated Waste Management Board Remarks There are no vendors used
Eglzgnegg documents maintained for each vendor [(JYes | [OONo | XINA for Waste Management
5. |fthe vendor is a small business or DVBE is utilized, ' N
is the certification letter from the Department of [Yes | XINo |[JN/A | Remarks:
General Services maintained in the file?
6. When fair and reasonable is utilized, is the fair and -
reasonable method documented and properly [(JYes | [1No N/A Remar';s“f.l?” 3"" ISasohaRiSimeles
justified? was not utilized.
7. Are purchases split into multiple transactions in order _
to circumvent transaction purchase limits? [JYes | XINo |[JN/A | Remarks:
8. Does the CHP 317 Cal Card Log fully describe the _
purchase? X Yes | [ONo |[JN/A | Remarks:
9. Are bank statements reconciled with the CHP 317 _
Cal Card Log and the receipts/invoices? MK vYes | [INo | [JNA REMAlS;
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Page 2 0of 2
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program
10. Is the CHP 317 Cal Card Log properly authorized _
and maintained? Yes | [JNo | []N/A | Remarks:
11. Are credit invoices/receipts for returned items .
maintained with the bank statement? X Yes | [QNo | [JN/A | Remarks:
12. Do non-itemized purchase receipts/invoices _
document the purchase by listing the commodity, [OYes | [ONo |[X N/A | Remarks:
quantity, and unit price of the item(s) purchased on
the bank statement.
13. Are Cal Cards maintained in a secure area? _
|Z| Yes I:l No D N/A Remarks: )
14. Are Cal Card purchases pre-approved by the .
commander? KlYes | [ONo |[JN/A | Remarks:
15. Have all cardholders received training on the .
Department's procurement processes? Yes | [ONo |[JN/A | Remarks:
16. Are item(s) purchased with the Cal Card prohibited Remarks:
by departmental policy? [JYes | XINo | [JN/A | Remarks:
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STATE OF CALIFORNIA Command: Division: Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Riverside Inland S
COMMAND INSPECTION PROGRAM Inspected by: Date:
EXCEPTIONS DOCUMENT Sgt. J. R. Wood, #11577 12/15/2008

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION X Corrective Action Plan Included
[] Division Level {X] Command Level [ Appeal Included
L] ExeCUt"_{? Office Level [] Attachments Included

Forward to: Commander’s Signature: [ Date:

Follow-up Required:

] Yes X No

Due Date:

A A

Chapter Inspection:

Inspector's Comments Regarding Innovative Practices:
N/A

[ Command Suggestions for Statewide Improvement:

[ Inspector’s Findings:

1. Policy regarding the CHP 78S is not currently written into HPM 11.1, as it relates to Cal Card
Purchases. It is however on the check-sheet. It was found a revision to HPM 11.1 will be
completed in the future which will make the CHP 783 mandatory.

2. There are no current STD 21 (Drug Free Workplace certifications) maintained within the Cal Card

command file for each vendor utilized.
3. There are no current STD 204 (Payee Data Record forms) maintained within the Cal Card

command file for each vendor utilized.
4. There are no DGS certification letters for small business or DVBE maintained within the Cal Card

command file for each small business utilized.

Page 2
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Chapter:
COMMAND INSPECTION PROGRAM Riverside nian 3
EXCEPTIONS DOCUMENT Inspected by Date:

Sgt. J. R. Wood, #11577 12/15/08

Page 2

[ Commander’s Response: |
The Area Commander, T. M. McCreary, #11882, will continue to be diligent in ensureing the mandates
set forth in Departmental policy regarding management and accountability of the Cal-Card Program are

followed.

[ Inspector's Comments:

e uired Action .

Corrective Action Plan/Timeline

1. STD 21, STD 204, and small business or DVBE certification letter discrepancies.

Although the Area had several expired STD 21 & STD 204's on file there were none that were
current. There were no small business certification letters on file. To correct these problems a
suspense file will be made for these forms, which will prompt the clerical staff to obtain a new form at
the time of expiration (3 years). With all new purchases the Cal Card holders will ensure these forms

are completed and placed into the suspense file.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Lead Insﬁéfc!br's Signature: Date:
(AL /el J DS TS
Date:

Responding Commander's Signature (for appeal):
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Page 10f3
Command: Division: Number:
TE OF CALIFO

g-l'?gARTI\;ECI\?T OF g:hFORNIA HIGHWAY PATROL EBGIFSttOth\)I Inland _
COMMAND INSPECTION PROGRAM e il e

ff] | 12-02-08
INSPECTION CHECKLIST Heutonant Jeffrey Kiug 1
Chapter 3, Command Procurements Rosanna Lafler 12-02-08
Purchases

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

[ Division Level [X] Command Level

] Executive Office Level [] Voluntary Self-Inspection

Lead Inspector's Signature:

A

4

For applicable policy, refer to: HPM 11.2, Chapter 7

Follow-up Required: . Commzidgrs ygu? Date: -
) |:| Yes @ No [] Follow-up Inspection /_,(_’__ /%740 /7, S Y
/ 7

1. Are participants in the procurement process at the ] ks: Bobbie Spliethof has b
s . [ emarks: oobbie etno een
command level famnhar_wntrf; the related policies and X Yes [INo | CIN/A recently assigned to this position and
procedures for purchasing? her training is on-going.
2. Have Approvers/reviewers of purchases received T — )
ini N emarks: Captain Bridges an
procurement training?? Yes D No I:] N/A Lieutenant Klug received training at
3 MMTC. o
3. Are prohibited items procured on CHP 43, Purchases .
Requisitions? [JYes | XINo | [JN/A | Remarks:
e Supplies for personally — owned equipment
o Commodities for personal use
e  Confirming order
e Purchases via the internet
B 4. Are separate CHP 43s, Purchase Requisitions, '
prepared for commodity items obtainable from Yes | [JNo | [JN/A | Remarks:
different suppliers or from different statewide
commodity contracts?
5. Is all required information entered on the CHP 43, .
Purchase Requisition? XIYes | [JNo | [JN/A | Remarks:
i 6. Are the CHP 43, Purchase Requisitions, numbered R i
H : H H emarks. {wo requisiions were
g:gasle;::;/c(ej{;';t%rgng anew at the beginning of each | [ ] Yes X No | [CINA 25188 {hE.S=iE wilir BaT.
7. Are expedited requests for the purchase of goods ‘
forwarded to the Assistant Commissioner, Staff, for IYes | [JNo | [JN/A | Remarks:
approval?
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 20f3

Do specialized items purchased contain the
appropriate Division, and/or OPI approvals?

X Yes

1 No

CIN/A

Remarks:

Are the CHP 43, Purchase Requisitions,
competitively bid?

X Yes

[J No

L1N/A

Remarks:

10.

Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations?

[]Yes

X No

CIN/A

Remarks: Audit revealed requisition
# 8513 had no CHP 315 attached.

11.

Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or model justified and in compliance with SAM
35557

X Yes

] No

LINA

Remarks:

12.

Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.37?

Yes

1 No

L] N/A

Remarks:

13.

Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

X Yes

I No

[ NA

Remarks:

14,

Are items checked immediately for content and
damage when delivered?

15.

Is the “received copy” of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

X Yes

X Yes

I No

CIN/A

Remarks:

I No

LINA

Remarks:

. Are freight and/or packing slips attached to the

received copy of the purchase order and sent to
FMS?

Yes

[INo

[JN/A

Remarks:

17.

Is FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

X Yes

1 No

LI N/A

Remarks:

18.

Is the original “received copy” retained by the
command for completion and forwarding to the FMS
when the complete shipment is received?

X Yes

I No

L1N/A

Remarks:

19.

Are Damaged items delivered by common carrier
acknowledged on the freight bill by the carrier’s driver
before being accepted?

X Yes

[ No

LIN/A

Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases
20. Is Purchasing Services Unit (PSU) notified _
immediately by telephone, followed in writing either Yes | [JNo | [JN/A | Remarks:
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if itis
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?
21. Are open purchase orders periodically reviewed and : . —
investigated to ensure the orders are not opened for | XIYes | [INo | [C]N/A | Remarks:
an unreasonable length of time. (SAM 8422.0)
22. Are copies of the purchase requisitions and purchase .
orders maintained for three years after payment? XYes | [INo | [JN/A | Remarks:
(SCM Vol. ll, Ch. 11, Topic 4)
23. Are decisions documented to create a paper trail o o . o
documenting the basis of the decisions made forthe | X Yes | [JNo | []JN/A | Remarks:
purchase? (SCM Vol! Il Ch. 2, Topic 11)
24. Are purchase orders split to evade competitive
bidding requirements or to circumvent the [JYes | XINo |[]N/A | Remarks:

Department’s delegated purchase authority limits?
(Public Contracts Code Section 10329)
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SL;'ATE‘ OF CALIFORNIA Command: Division Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Barstow Area | Inland: Three
COMMAND INSPECTION PROGRAM Inspected by: Date:
EXCEPTIONS DOCUMENT Lieutenant Jeffrey Klug 12-03-08

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION (] Corrective Action Plan Included
[1 Division Level [X] Command Level ] Appeal Included
[J Executive Office Level [ Attachments Included
Follow-up Required: Forward to: Comn?ers Slgnatyre: Date:
. Z /8. 55
[ves D No Due Date: L7 / y/// * / / 7

Chapter Inspection: Chapter 3, Command Procurements/Purchases

Inspector’'s Comments Regarding Innovative Practices:

| Command Suggestions for Statewide Improvement:

| Inspector’s Findings: |

6 &10 Two separate requisitions were issued the same number (8513) and requisition number 8513 had
three price quotes but no Price Comparison Worksheet (CHP 315) was attached. Barstow Area
corrected the problem with the same number being issued for two separate requisitions and
attached a CHP 315 with requisition number 8513.
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Corand: Division: Chapter:
COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT inspected by Date:
Page 3

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander’s Basis for Appeal:

| Appeal Review/Decision: (This shall be the only level of appeal).

Lead Inspec&rﬁia}(7ol éé/'_7 %r\/ Date: / Z _,/0 - /L)

Responding Commander's Signature (for appeall’ Date:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page

Command: Division: Number:
Barstow Inland

Evaluated by: Date:
Lieutenant Jeffrey Klug 12-03-08
Assisted by: Date:
Rosanna Lafler 12-03-08

INSTRUCTIONS: Answer individual items with “Yes” or "No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

[] Division Level

[1 Executive Office Level

Command Level

[_] Voluntary Self-Inspection

Lead |

pector's Sign lure4%

Follow-up Required: L] Follow-up Inspection | Corffmand '”a’ pele
e 7%«4%“ ies o

[ ]Yes

X No

For applicable policy, refer to;: HPM 11.2, Chapter 3

1.

Are all employees associated with the use of the Cal-
Card program completing the CHP 78S, Conflict of
Interest Statement, Employee, form?

[]Yes

X No

[T N/A

Remarks: See page 3.

Are STD. 21 Drug Free Workplace certifications
maintained within the Cal Card command file for
each vendor utilized?

[]Yes

X No

LJN/A

Remarks: See page 3.

Are STD. 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor
utilized?

[]Yes

X No

LI N/A

Remarks: See page 3.

Are California Integrated Waste Management Board
Form 74 documents maintained for each vendor
utilized?

[ Yes

> No

LIN/A

Remarks: See page 3.

If the vendor is a small business or DVBE is utilized,
is the certification letter from the Department of
General Services maintained in the file?

] Yes

X No

LIN/A

Remarks: See page 3.

When fair and reasonable is utilized, is the fair and
reasonable method documented and properly
justified?

X Yes

[T No

CIN/A

Remarks:

Are purchases split into multiple transactions in order
to circumvent transaction purchase limits?

] Yes

X No

(I N/A

Remarks:

Does the CHP 317 Cal Card Log fully describe the
purchase?

X Yes

[INo

CIN/A

Remarks:

Are bank statements reconciled with the CHP 317
Cal Card Log and the receipts/invoices?

X Yes

1 No

LIN/A

Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page

20f2

10. Is the CHP 317 Cal Card Log properly authorized

and maintained? X Yes | [ONo |[]N/A | Remarks:
11. Are credit invoices/receipts for returned items _
maintained with the bank statement? Yes | [JNo |[JN/A | Remarks:
12. Do non-itemized purchase receipts/invoices _
document the purchase by listing the commodity, I Yes | [INo |[JN/A | Remarks:
quantity, and unit price of the item(s) purchased on
the bank statement.
13. Are Cal Cards maintained in a secure area? | '
L |Z| Yes D No D N/A Remarks:
14. Are Cal Card purchases pre-approved by the _
commander? Yes [INo | [N/A Remarks:
15. Have all cardholders received training on the .
Department's procurement processes? [ Yes | [ONo | []N/A | Remarks:
16. Are item(s) purchased with the Cal Card prohibited .
by departmental policy? [(JYes | XINo | [JN/A | Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division Chapter: ]
Barstow Area | Inland: Three

Inspected by: Date:

Lieutenant Jeffrey Klug 12-03-08

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level of command where the document

shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION

[] Division Level Command Level

] Executive Office Level

[] Corrective Action Plan Included
[] Appeal Included
N Attachments Included

Follow-up Required: Forward to:
N
L Yes No Due Date:

Com /nﬁe s Si /gnatufe
r f/ 1// ’j, (/;‘f

Chapter Inspection: Chapter 3, Command Procurements/Cal-Card Program

Inspector's Comments Regarding Innovative Practices:

| Command Suggestions for Statewide Improvement:

[ Inspector’s Findings:

]

1. Only one employee utilizing the Cal-Card program had a completed CHP 78S. Area had all Cal-
Card program employees complete a CHP 78S. All CHP 78S's were placed in their personnel

files.

2. No STD 21 Drug Free Workplace certifications were located within the Cal Card command file for
each vendor utilized. Area has established a process to ensure a STD 21 is kept on file for each

vendor utilized.
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$TATE GF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

3. No STD 204 Payee Data Record forms were located within the Cal Card command file for each
vendor utilized. Area has established a process to ensure a STD 204 is kept on file for each

vendor utilized.

4. No California Integrated Waste Management Board Form 74 documents were maintained on file
for each vendor utilized. Area has established a process to ensure Form 74 documents are kept

on file for each vendor utilized.

5. No certification letters from the Department of General Services were maintained on file for each
vendor utilized. Area has established a process to ensure certification letters are kept on file for

each vendor utilized.

Command: Division Chapter:

Inspected by: Date:

Page 2 ——r

| Commander's Response:

| Inspector's Comments:

‘ Required Action ‘

CHP 680A (Rev. 09-08) OPI1 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

l Corrective Action Plan/Timeline

Command: Division: Chapter:
Barstow Inland Division | 3 (Cal Card)
Inspected by: Date:

Page 3 Jeffrey Klug 12-03-09

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander’s Basis for Appeal:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

| Appeal Review/Decision: (This shall be the only level of appeal).

Lead Inspector's'Signatu // Date:
/7[\/5;/ /////WI/ /L-3.0&
Responding Co and 's §ignaturé (for appeal): Date:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number:
COMMAND INSPECTION PROGRAM Ealrstt?jvt\)/ Inland .

valuate Y. ate.
INSPECTION CHECKLIST Lieutenant Jeffrey Klug 12-09-08
Chapter 3, Command Procurements Assisted by, B
X-Number Program Rosanna Lafler 12-09-08

Page 10f 3

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

Lead Inspector's Signature:

[]Yes No

For applicable policy, refer to: HPM 11.1, Chapter 23

[] Division Level Command Level
[[] Executive Office Level [ Voluntary Self-lnspection /1/ ‘(}
| Follow-up Required: (I Follow-up Inspection

Comiz/hature/ Aﬁ jjtze) J¥ - 2

1. Are multiple X Numbers awarded to the same vendor _
to circumvent the $4,999 contract limit? [JYes | XINo | [JN/A | Remarks:
2. Does all X Number file documentation contain the R cs: Barstow A "
emarks:. barstow Area wiil ensure
STD. 204 Payee Data Record? D Yes [X] No D N/A all x numbers will contain a STD 204.
3. Do X Numbers requiring a contract (i.e., janitorial or - .
landscaping) have prior approval from the Business X Yes | [ONo | [JN/A | Remarks:
Services Section commander?
4. Are X Number requests made prior to the date the . ]
services are performed? Yes | [JNo |[]N/A | Remarks:
5. Are X Numbers issued for a one-time use? .
'X] Yes D No D N/A Remarks:
6. Are prohibited services performed using an X .
Number? [(dYes | XINo |[JN/A | Remarks:
7. Are X Numbers used for the procurement of a _
service and not the purchase of a commodity? X]Yes | [JNo |[JN/A | Remarks:
8. Are X Numbers issued for telecommunications ‘
related services pre-approved by X Yes | [ONo |[JN/A | Remarks:
Telecommunications Section?
9. Do X Numbers used for facilities related services _
(such as roof repair, electrical) costing over $1,000 X Yes | [ONo |[JN/A | Remarks:
have prior approval from Facilities Section?
10. Do X Numbers issued for lapsed contractual
agreements have prior approval by the appropriate XlYes | [ONo |[JN/A | Remarks:

Assistant Commissioner?
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STATE OF CALIFORNIA
DEEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

Page 20f3

11. Do all X Numbers awarded to a non-small business

vendor contain three price quotations? XK Yes | (ONo |[N/A | Remarks:

12. Do all X Numbers awarded to a small business . )
vendor contain the small business certification from CDyes | XINo | [IN/A ;fT?L’:@gi‘&gﬁég‘ig@:ﬂeﬁ“re
the Department of General Services (DGS)? business will have a small business

= certificate from DGS.

13. Does the file documentation contain the STD. 21 e Barowlreandl

i i emarks: arstow Area will ensure
\I/D;’ggolrr;%e workplace certification for X Number [(JYes | XINo |[INA 116 nurmber IS St 2

14 Do emergency service X Numbers document and .

justify the emergency? Yes | [ONo |[JN/A | Remarks:
15 Is the itemized invoice for each X Number service
maintained in the command'’s files? K Yes | [INo |[IN/A | Remarks:
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S'I"ATE OF "CALIVFORNIA Command: Division Chapter:

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Barstow Area | Inland: Three

COMMAND INSPECTION PROGRAM Inspected by: Date:
Lieutenant Jeffrey Klug 12-09-08

EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION [1 Corrective Action Plan Included
(] Division Level [X] Command Level [] Appeal Included
[] Executive Office Level ] Attachments Included

Date:

Forward to: Comman’ f's Slgna/yre/

Due Date: L//‘é/
Chapter Inspection: Chapter 3, X-Number Program

Inspector's Comments Regarding Innovative Practices:

Follow-up Required:

] Yes X No

| Command Suggestions for Statewide Improvement:

[ Inspector’s Findings:

2. Barstow Area will ensure all x numbers will contain a STD 204.

12. Barstow Area will ensure all x numbers awarded to small business will have a small business
certificate from DGS.

13. Barstow Area will ensure all x numbers will contain a STD 21.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT -~
Command: Division: Chapter;
Barstow Inland 3 ( X numbers)
Inspected by: Date:

Page 2 Jeffrey Klug 12-09-08

| Commander’s Response:

| Inspector's Comments:

Required Action

Corrective Action Plan/Timeline

CHP 680A (Rev 09-08) OPI D10




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division: Chapter:
Barstow Inland 3 (X numbers)
Inspected by: Date:

Page 3 Jeffrey Klug 12-09-08

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander’s Basis for Appeal:

I Appeal Review/Decision: (This shall be the only level of appeal).

's Sigratre: i Tva / Date:
lnars ¥ V0 /£ % L

CHP 680A (Rev 09-08) OP1010



Page 10f 6
STATE OF CALIFORNIA _—
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number:
COMMAND INSPECTION PROGRAM | Barstow niand —
INSPECTION CHECKLIST Lieutenant Jeffrey Klug 12-04-08
Chapter 3, Command Procurements Assisted by Date:
Contracts Rosanna Lafler 12-04-08

INSTRUCTIONS: Answer individual items with "Yes" or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

Lead pector s Signature:

ZfU/

(] Division Level X] Command Level ,f
[] Executive Office Level [] Voluntary Self-Inspection
Follow-up Required: ] Follow-up Inspection

~ [lYes X No

°°””“”"é*f~’“f’“4§ A 17

~ /> - A’f’

For applicable policy, refer fo: HPM 11.1, Chapter 22

1. Is a CHP 78 Contract Request used to initiate all

service contracts which are repetitive, regardless of XYes | [JNo |[JN/A | Remarks:
the estimated dollar value?

2. Isa CHP 78 Contract Request used for one-time _
services exceeding $4,999.99? XYes | [ONo | [JN/A | Remarks:

3. Is the Office of Primary Interest (OPI) tracking .
numbering beginning with the requesting command X Yes | [ONo | []N/A | Remarks:
three-digit location code used, followed by "CP” for
contract payable listed on the CHP 787

4. Is the performance of contract services monitored a .

and documented? X Yes | [JNo |[JN/A | Remarks:

5. Are all copies of correspondence with the vendor _ o -
maintained? Yes | [INo |[[JN/A | Remarks:

6. Are letters for contracts documented and maintained .
which outline any problems related to substandard or | [X] Yes | [JNo | []JN/A | Remarks.
non-performance of the vendor?

7. Is the final product to be delivered described - _

specifically and in as much detail as possible in the X Yes | [INo |[]N/A | Remarks:
CHP 787

8. Are all required levels of approval/signature obtained, ‘
including the required documentation and approvals | [X] Yes | [JNo | []N/A | Remarks:

for expedite and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP
78A7?
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 20f6

9.

Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

D Yes

[C1No

LINA

Remarks:

. Is all work completed and accepted by the

Department before expiration of contract agreement?

X Yes

[1No

11

Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.g., review
progress reports and interim products)?

Yes

] No

LIN/A

Remarks:

LIN/A

Remarks:

12.

Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

X Yes

1 No

LIN/A

Remarks:

13.

Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

X Yes

[1No

CIN/A

Remarks:

14.

15.

Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

X Yes

[1No

CIN/A

Remarks:

Is the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

X Yes

LINA

Remarks:

16

Are all applicable form sections of the CHP 78
completed?

B Yes

LIN/A

Remarks:

17.

Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

Yes

LI N/A

Remarks:

18.

Are all employees associated with the management
of a contract completing the CHP 78S, Conflict of
Interest Statement, Employee, form?

X Yes

I No

[IN/A

Remarks:Updated and maintained in
each personnel file.

19.

Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager's contract file?

Yes

[1No

LIN/A

Remarks:

20.

Are contract amendment request dollar amounts
increased more than 30%?

[] Yes

X No

LIN/A

Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

21. Is the length of the contract amendment request e
more than one year? [JYes | XINo | []JN/A | Remarks:

22. Are amendments requested before the expiration of ' _
the original contract? XYes | (ONo |[JN/A | Remarks:

23. Is a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference [JYes | [JNo
room rental which is expected to exceed $4,999.99 in
total cost?

|Z| N/A Remarks:No contracts for room rental
obtained.

24. Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant [1Yes
Commissioner, Staff?

Remarks: No contracts for room
EI No & N/A rental obtained.

25. Are California Department of Justice (DOJ) and
Federal Bureau of Investigation (FBI) fingerprint X Yyes | [INo |[JNA
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) Instructor Services (on-site)

(4) Janitorial Services

(5) Consulting Services

26. Is a driver license check conducted for, but not
limited to, all of the following types of agreements, if | [] Yes | []No
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

Y4 Remarks: No agreement/contacts
N/A were obtained for more than 30 days.

Alarm and Fire Alarm Monitoring

Camera Maintenance and Repair

Carpet Installation

Diesel Generator Maintenance and Repair
Dishwasher Maintenance and Repair

Elevator Maintenance and Repair

7) Fire Extinguisher Service

(8) Garage Door Maintenance and Repair

(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(11) Laundry/Linen Service

(12) Office Machine Maintenance and Repair

(13) Painting Services (interior of facility)

(14) Plumbing-Services

(15) Scale Maintenance and Repair

(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, sateliite, and regular)
(18) Television Equipment Maintenance and Repair

(19)Uninterruptible Power Supply Maintenance and Repair

1
2
&
4
5
6

P b o D e ey
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 4 of 6

27. Are all driver license and fingerprint information

Ch. 4, Section 4.09)

forwarded to Contract Services Unit (CSU), along K vYes | [ONo |[INA
with the contract number for retention after
Commander review?
| 28. Is CSU advised by the command to determine if . y
adverse information discovered is grounds for (JYes | [(ONo | XIN/A Eg:ga:étséiwg da%rrelfqrgsa”thca°n”t330°§ays
canceling the contract (i.e., adverse driver license '
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?

29. Are all invoices, records, and relevant documentation B '
maintained for three years after the final payment of Yes | [INo |[JN/A | Remarks:
the contract?

30. Is a log sheet maintained for a diary of activities .
related to the contract? Yes | [INo |[JN/A | Remarks:

31. Is a computer file prepared for all contracts ' . )
administered? X1 Yes | [ONo |[JN/A | Remarks: Updated fil.

32. |s a spreadsheet prepared listing all expenditures? R a LA

&Yes DNO DN/A emarks. Jpaated nie.

33. Is the notification to the contractor documented for _
the start date for services to begin? Yes | [INo |[JN/A | Remarks:

~ 34. Is the contractor contacted to determine if all invoices _
have been received in order to oversee the X Yes | [INo |[JN/A | Remarks:
completion of the contract?

35. Do consultant services contracts of $1,000 or more N - Tarflcen
contain detailed performance criteria and a schedule | []Yes | [[JNo | [X] N/A | Remarks: No °°T)S”. bl
for performance? (SCM Vol. I, Ch. 3, Section 3.02.1) GRUECE erSloRiEed

36. Does the contract file contain the STD. 4 Contractor . _
Evaluation form for consultant contracts? [(IYes | [JNo | [XIN/A Efl:?rzgﬁzv’:e"rg%ﬁ:m’g senvice
(SCM Vol. I, Ch. 3, Section 3.02.5)

37. Does Contract work only begin after approval of the .
final contract? (SCM Vol. 1, Ch. 4, Section 4.09) Yes | [JNo | [JN/A | Remarks:

38. Are the requirements for Government Code Section _ a -
19130 (a) or (b) documented and justified for [Yes | CINo |[JN/A | Remarks:
personal service contracts? (GC 19130 & SCM Vol. |,

Ch. 7, Section 7.05)
| 30. Are any contract payments made prior to the final B .
approval and execution of the contract? (SCM Vol. I, | [1Yes | XINo |[]N/A | Remarks:
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éTATE OF.CALIFORNIA Command: Division Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Barstow Area Inland: Three
COMMAND INSPECTION PROGRAM Inspected by: Date:
EXCEPTIONS DOCUMENT Lieutenant Jeffrey Klug 12-04-08

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION [] Corrective Action Plan Included
[] Division Level [X] Command Level [ Appeal Included
[] Executive Office Level

= ] Attaﬂpgnts.lnguﬂed -

Follow-up Required: FIVETES: Com/mé/ﬂ fs SE’.‘B“"E Date: / /
- » b
A , -/t
[lves ] No Due Date: M 1//

Chapter Inspection: Chapter 3, Command Procurements/Contracts

Inspector's Comments Regarding Innovative Practices:

| Command Suggestions for Statewide Improvement:

| Inspector’s Findings: - |

18. All employees associated with the management of contracts completed a CHP 78S. All CHP
78S’s were placed in each employee’s personnel file.

31. The Barstow Area computer file of all contracts was updated.

32. The Barstow Area spreadsheet of all contracts was updated.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

Division:

Inland

Chapter: 3
(Procurements/Contracts)

EXCEPTIONS DOCUMENT
Command:
Barstow
Inspected by:
Page 5 Jeffrey Klug

Date:

12-04-08

[_ Commander’s Response:

[_ Inspector's Comments:

Required Action

Corrective Action Plan/Timeline
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Command: Division: Chapter: 3

Barstow Inland (Procurements/Contracts)
Inspected by: Date:

Jeffrey Klug 12-04-09

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander’s Basis for Appeal:

[ Appeal Review/Decision: (This shall be the only level of appeal).

.

CHP 680A (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Date: /Z.— (—vaK

) / g //'
Lead Inspeclor's Signhture: ‘//W
/ Medfpdng ) ,

Responding Commapjer’s ?gn‘é re (for Appeal):  *

Date:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 10f3

Command:
Needles

Division: Inland

Number: 834

Evaluated by:

Lt. J. P. Rasmussen

Date: 01/05/2009

Assisted by:

Date:

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. if this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected. B

' TYPE OF INSPECTION
[] Division Level X Command Level

[] Executive Office Level [] Voluntary Self-Inspection

Lead Inspector's Signature:

Follow-up Required:

[] Yes X No [_] Follow-up Inspection

Commander’s Signature:

D
K\’?ﬂ ol J L7

Date: 01/05/2009

For applicable policy, refer to: HPM 11.2, Chapter 7

1. Are participants in the procurement process at the

command level familiar with the related policies and X Yes

procedures for purchasing?

[ ] No.

LIN/A

Remarks:

2. Have Approvers/reviewers of purchases received

procurement training?

X Yes

INo

LI NA

Remarks: Commander and OAll

3. Are prohibited items procured on CHP 43, Purchases

Requisitions?

Commodities for personal use
Confirming order
Purchases via the internet

Supplies for personally — owned equipment

] Yes

X No

CIN/A

Remarks:

4. Are separate CHP 43s, Purchase Requisitions,

prepared for commodity items obtainable from
different suppliers or from different statewide
commodity contracts?

[] Yes

1 No

X N/A

Remarks:

5. s all required information entered on the CHP 43,

Purchase Requisition?

XYes

I No

LIN/A

Remarks:

6. Are the CHP 43, Purchase Requisitions, numbered

consecutively, starting anew at the beginning of each | X Yes

fiscal year (July 1)?

[1No

I N/A

Remarks:

7. Are expedited requests for the purchase of goods

forwarded to the Assistant Commissioner, Staff, for ] Yes

approval?

] No

X N/A

Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 20f3

8.

Do specialized items purchased contain the
appropriate Division, and/or OP| approvals?

I No

LI N/A

Remarks:

Are the CHP 43, Purchase Requisitions,
competitively bid?

[1No

I N/A

Remarks:

10.

Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations?

[]No

LIN/A

Remarks:

1.

Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or model justified and in compliance with SAM
35557

[ No

X N/A

Remarks:

12.

Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.37

L] Yes

[1No

X N/A

Remarks:

13.

Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

[]Yes

I No

X N/A

Remarks:

. Are items checked immediately for content and

damage when delivered?

X Yes

1 No

[ ] N/A

Remarks:

15.

Is the “received copy” of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

XYes

I No

LI N/A

Remarks:

16.

Are freight and/or packing slips attached to the
received copy of the purchase order and sent fo
FMS?

X Yes

"1 No

CIN/A

Remarks:

17.

Is FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

XYes

1 No

LI N/A

Remarks:

18.

Is the original "received copy” retained by the
command for completion and forwarding to the FMS
when the complete shipment is received?

X Yes

[1No

LIN/A

Remarks:

19.

Are Damaged items delivered by common carrier
acknowledged on the freight bill by the carrier's driver
before being accepted?

[] Yes

X No

L] N/A

Remarks: Area does not accept
damaged items.
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Page 3of3
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

20. Is Purchasing Services Unit (PSU) notified .
immediately by telephone, followed in writing either [JvYes | [ONo |XN/A | Remarks:
by a memorandum or-e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

21. Are open purchase orders periodically reviewed and .
investigated to ensure the orders are not opened for | XYes | [JNo | [ N/A | Remarks:
an unreasonable length of time. (SAM 8422.0)

22. Are copies of the purchase requisitions and purchase _
orders maintained for three years after payment? XYes | [ONo |[JN/A | Remarks:
{SCM Vol. Il, Ch. 11, Topic 4)

23. Are decisions documented to create a paper trail o '
documenting the basis of the decisions made forthe | X Yes | [1No | [JN/A | Remarks:
purchase? {SCM Vol il Ch. 2, Topic 11)

24. Are purchase orders split to evade competitive = '
bidding requirements or to circumvent the [JYes | XNo |[JN/A | Remarks:

Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)
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STATE OF CALIFORNIA Command: Division: Inland Chapter: 3
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Needles
COMMAND INSPECTION PROGRAM Inspected by: Date:

Lt. J. P. Rasmussen 01/05/2009

EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION ] Corrective Action Plan Included
[] Division Level X Command Level [] Appeal Included
[ ] Executive Office Level [ Attachments Included

[ Forward to: Commander’s Signature: Date:

Inland Division
/’7

Follow-up Required:

01/05/2009

[JYes  XNo Due Date: 12/31/2000 <]

Chapter Inspection:

Inspector's Comments Regarding Innovative Practices:

N/A

| Command Suggestions for Statewide Improvement:

N/A

| Inspector’s Findings: |

All CHP 43 Purchase Requisitions and CHP 315 Price Comparison forms are maintained in a three ring
binder in the clerical office. All paperwork is readily accessible along with a log for tracking of all
requisitions. The Area Commander takes an active role and approves all requisitions and for the most
part has completed a majority of the requisitions himself. Outside of quarterly requisitions only budget
items requisitions have been completed.
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Inland Chapter: 3
COMMAND INSPECTION PROGRAM Needles

Inspected by: Date:
E;;%EPTIONS DOCUMENT Lt. J. P. {?asmussen 01/05/2009

| Commander’s Response:

Command takes an active role in the decision to make purchases, completion of all requisition

documentation and monitors the delivery of items purchased. The commander routinely discusses the
status of requisitions with the clerical staff.

[ Inspector's Comments:

N/A

Required Action None

Corrective Action Plan/Timeline

N/A
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL ST Svision Tniand Chapter 3
COMMAND INSPECTION PROGRAM Needles

EXCEPTIONS DOCUMENT inspected by: Date:

Page 3 Lt. J. P. Rasmussen 01/05/2009

Appeal Process: (Appeals shall be filed within five (5) business days of the completed chapter inspection).

Commander’s Basis for Appeal:

N/A

TAppeal Review/Decision: (This shall be the only level of appeal).

N/A

Lead Inspector's Signature: Date:
Q Oz ppmr D 01/05/2009

Responding Copfmander's Signature (for appeal): Date:
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Inland Number; 834

COMMAND INSPECTION PROGRAM Needlesl | .

INSPECTION CHECKLIST Byl by Date: 01/05/2009
Lt. J. P. Rasmussen

Chapter 3, Command Procurements Aesiied by SPTES

X-Number Program '

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspector's Signature:
[ Division Level X Command Level D
o i
] Executive Office Level [] Voluntary Self-Inspection /
FO”OW—Up ReqUired: [:] Follow-up Inspection Commander's Signature: Date: 01/05/2009
[]Yes X No '\///’/’/Mw.z WO 2=

For applicable policy, refer to: HPM 11.1, Chapter 23

1. Are multiple X Numbers awarded to the same vendor .
to circumvent the $4,999 contract limit? [JYes | XNo |[JN/A | Remarks:

2. Does all X Number file documentation contain the .
STD. 204 Payee Data Record? X Yes [JNo | [JN/A | Remarks:

3. Do X Numbers requiring a contract (i.e., janitorial or .
landscaping) have prior approval from the Business [DvYes | [ONo | XN/A | Remarks:
Services Section commander?

4. Are X Number requests made prior to the date the
services are performed? XYes | [INo [[LINA

Remarks:

5. Are X Numbers issued for a one-time use? _
XYes | [INo |[JN/A | Remarks

6. Are prohibited services performed using an X

Number? [TYes | XNo |[IN/A | Remarks:
7. Are X Numbers used for the procurement of a .
service and not the purchase of a commodity? XYes | [ONo |[IN/A | Remarks:

8. Are X Numbers issued for telecommunications
Remarks:

related services pre-approved by [(JYes | [INo | XN/A
Telecommunications Section?

9. Do X Numbers used for facilities related services .
(such as roof repair, electrical) costing over $1,000 [JYes | [ONo | XN/ | Remarks:
have prior approval from Facilities Section?

10. Do X Numbers issued for lapsed contractual .
agreements have prior approval by the appropriate [IYes | [INo [XN/A | Remarks:
Assistant Commissioner?
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

11. Do all X Numbers awarded to a non-small business .
vendor contain three price quotations? [JYes | [ONo |XN/A | Remarks:

12. Do all X Numbers awarded to a small business .
vendor contain the small business certification from X Yes [JNo | [JN/A | Remarks:
the Department of General Services (DGS)?

13. Does the file documentation contain the STD. 21 .
Drug Free workplace certification for X Number XYes | [INo |[JN/A | Remarks:
vendors?

14. Do emergency service X Numbers document and '
justify the emergency? XYes | [INo |[JN/A | Remarks:

15. s the itemized invoice for each X Number service '
maintained in the command’s files? X Yes [JNo |[JN/A | Remarks:
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STATE OF CALIFORNIA Command: Division: Inland Chapter: 3
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Needles

COMMAND INSPECTION PROGRAM Inspected by: Date:
EXCEPTIONS DOCUMENT Lt. J. P. Rasmussen 01/05/2009

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION [J Corrective Action Plan Included
[] Division Level X Command Level [ Appeal Included
[] Executive Office Level [] Attachments Included
Follow-up Required: Forward to: Commander's Signature: Date:
Inland Division
01/05/2009

] Yes X No

Due Date: 12/31/2008 <.

Chapter Inspection: Chapter 3 Command Procurements X-Number Program ‘

Inspector's Comments Regarding Innovative Practices:

N/A

| Command Suggestions for Statewide Improvement: |
Now that all X Numbers are issued by Facilities Section rather than Division offices, Facilities Section
has to increase their authorization time after a request is made. Area has been waiting 7 weeks for

authorization to fix exterior security lighting for the Area office.

| Inspector’s Findings:

All paperwork for the X Numbers drawn during this inspection period was complete and located filed in a
3 ring binder in the clerical office. One of the vendors providing service for an emergency repair to the
air conditioning service was completed by the contract vendor. This repair was outside the normal
services required by the contract so an X Number was used.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HI